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Preface

|
In this preface:

What’s New in Primavera
Enterprise?

Primavera Enterprise
Documentation

Using P3e Documentation and
Help

Where to Get Support

Primavera Enterprise is comprehensive,
multiproject planning and control
software, built on SQL, Oracle, and
InterBase server databases for enterprise-
wide project management scalability.
Primavera Enterprise includes Primavera
Project Planner for the Enterprise (P3e),
which can stand alone for project and
resource management, or it can be used
with companion products. Primavera
Progress Reporter* enables Web-based
team communication and time keeping,
Primavera Portfolio Analyst provides
project analysis across the enterprise, and
Primavision allows users to access

project management data via the Internet.

* Primavera Progress Reporter is
available only for Primavera Enter-
prise installations that use SQL
server and Oracle databases.
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What’s New in Primavera Enterprise?

In today’s complex business environment, organizations often have
multiple projects underway at the same time, sharing the same resources.
To ensure that projects are completed on time and within budget, execu-
tives, project managers, and other members of the project team need to be
able to see both summary and detail information about all aspects of all
projects in the enterprise—both planned and in progress. This new version
of Primavera Enterprise provides the enterprise structure needed to
manage multiple projects—from the highest levels of the organization to
the individuals that perform specific project tasks. For example,

Details about each feature [ ]
in this list are included
throughout this guide and

the other documentation
provided with P3e.

The enterprise project structure (EPS) organizes and summarizes any/
all projects within the enterprise hierarchically for top-down
budgeting, resource and cost analysis, and global organizational
breakdown structure (OBS) control of data.

Budget distribution enhancements enable you to establish a dictionary
containing any nonprofit, government-allocated, or other funding
sources for easy assignment to budget items as you develop projects
in P3e. You also have complete control over budget distribution
through monthly spending plans and tallies; and budget rollups by
funding source for tracking and managing funding from multiple
sources.

Total and time-distributed summary data are calculated and persisted
at timed intervals or on demand so project participants can see the
most up-to-date summary values for all projects in the enterprise.

Roles can be defined with a specific proficiency level to be assigned
and managed as resources; roles also allow enterprise-level resource
planning based on roles and proficiency requirements.

Hourly scheduling provides hourly calendars, shift support for
resources (with varying limits per shift) during leveling, hourly
resource use analysis on profiles and spreadsheets, and scheduling
results to the hour and minute.

Automatic scheduling reschedules and levels the project when
predefined parameters are modified.

Persisted costs calculate and save project costs based on resource unit
prices for more accurate, automatic calculated project costs.

Global project and resource codes help you organize data in ways that
are meaningful and useful for managing your projects and resources
in the EPS.



Preface xi

Weighted steps calculate an activity’s percent complete based on
values assigned to the corresponding steps.

Spreadsheet enhancements enable users to select a resource or role
and view their assigned activities and corresponding hours in a
resource spreadsheet, and to view activity use in an activity spread-
sheet.

Global change enables users to globally change activity data, such as
durations or activity codes using Boolean logic.

Microsoft Project summarization enables users to receive Microsoft
Project data and view the information in P3e without having to use
other applications.

Portfolio Analyst has a completely new look with many new features,
including the ability to dynamically level resources by dragging
project bars to different timeframes on the Gantt chart.

Progress Reporter for time tracking is totally Web-based for easy
access by all team members across the enterprise.

Primavision is a new Web-based tool that allows projects to be
managed via the Internet.

Primavera Software Development Kit (SDK) enables users to
integrate the data in the project management database with external
databases and applications.
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Primavera Enterprise Documentation

Title

The Primavera Enterprise documentation consists of printed and online
manuals. You can access online documentation by inserting the Primavera
Enterprise CD-ROM in your workstation’s CD-ROM drive, opening the
\Instal\Documentation folder on the CD-ROM, then double-clicking the
applicable .PDF file to view the information using Adobe Acrobat Reader,
which is installed during Setup. The following table describes each
manual and lists the recommended readers by role. Primavera Enterprise
roles are described in the Introducing Primavera Enterprise chapter in
Part 1 of this manual.

Description

Primavera Enterprise Adminis-
trator’s Guide

This guide explains how to set up the Primavera Enterprise server and database,
and the Primavera Enterprise components; it also provides an overview of all the
components in the Primavera Enterprise suite. The guide describes the workflow
required to administer P3e, including setting up security and configuring P3e
global preferences. The P3e network administrator/database administrator and
project controls coordinator should read this guide.

Primavera Project Planner for
the Enterprise (P3e) User s
Guide

This guide explains how to plan, set up, and manage projects in an enterprise
system. If you are new to P3e, start with this guide to learn how to use the
software effectively to plan and manage projects. When you need more detail,
refer to the P3e online Help system. The project controls coordinator, program
manager, project manager, resource/cost manager, and team leader should read
this guide.

Primavision Web-based Help,
and Portfolio Analyst online Help

Primavision Web-based Help describes how to build new projects and analyze
schedule and cost information for all projects. Portfolio Analyst online Help
describes how to group P3e projects into portfolios for quick analysis of summary
data and status. The operations executive, project controls coordinator, program
manager, project manager, resource/cost manager, and team leader should read
these help systems.

Primavera Progress Reporter
Web-based Help

This help system describes how to use Primavera Progress Reporter to enter and
update time spent on assignments. Team members should read this help.

Primavera Sofiware Devel-
opment Kit (SDK) Web-based
documentation

This documentation describes how to use the SDK to connect to the project
management database. The tables, fields, and stored procedures that you can
access through the SDK are described. Examples are also provided to show how
you can use the SDK to perform several basic tasks, such as creating a new project
or assigning a resource to a project activity. The P3e network administrator/
database administrator and project controls coordinator should read this documen-
tation, which is available by inserting the Primavera Enterprise CD-ROM in your
workstation’s CD-ROM drive, opening the \Install\Documentation\Primavera
SDK folder on the CD-ROM, then double-clicking the INDEX.HTML file to open
the Table of Contents page.
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Distributing Information to the Team

The online documentation can be copied to a network drive for access by
project participants. Each team member can then print only those portions
that specifically relate to his or her role in the enterprise.

The documentation assumes a standard setup of the product,
with full access rights to all features and functions.
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Using P3e Documentation and Help

This book is a step-by-step guide to planning and controlling projects
using P3e. Read the first chapter to become familiar with the process of
project management with P3e, then follow the steps in each successive
chapter to build projects and project components, set up codes and
documents, manage the resources required to complete the project plan,
update projects as work gets underway, and report results throughout the
project life cycle. This manual is organized as follows:

Part 1: Overview and Configuration Provides an overview of enter-
prise project management, simple steps for getting started quickly using
P3e, and information about the standard layouts you can use to view
project data in P3e. This part also provides instructions for configuring
administrative (application-wide) and user workstation preferences.

Part 2: Structuring Projects Includes fundamentals about the enter-
prise project structure (EPS) and describes how to set up this structure, add
new projects to build the hierarchy, use and navigate the EPS, open
existing projects, and define project properties. In addition, Part 2
describes how to

m  Use an organizational breakdown structure (OBS) in conjunction with
the EPS to ensure that each project is effectively managed and that
corresponding security measures are in place

m  Establish the personnel and equipment required to perform the work,
define unlimited hierarchical resource codes for grouping and rollups,
and create a standard set of roles based on skill requirements that you
can assign to resources in all projects

m  Establish and use a work breakdown structure (WBS) as the basis for
the budget and spending information, specifications, and milestones
within the EPS

m  Establish project budgets and the funding sources behind them,
monthly spending plans that show how budgets are distributed
throughout project life cycles, and layouts that track and analyze
variance as projects progress

m  Setup project codes to categorize projects for organizing, grouping,
selecting, and summarizing

m  Create calendars that define the available workhours in each calendar
day, the shifts associated with resource personnel work schedules,
national and organizational holidays, project-specific work/
nonworkdays, and resource vacation days
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Part 3: Implementing the Schedule Describes how to define a set of
codes you can use to categorize project activities for organizing, grouping,
selecting, and summarizing. Part 3 also describes how to

m  Establish the activities that compose projects and apply durations,
dates, resource information, activity types, activity relationships, and
other activity details

m  Setup the expenses, or nonresource costs, associated with a project
and create global cost accounts to track activity costs and earned
value according to your organization’s specific cost account codes

Part 4: Updating and Managing the Schedule Describes how to
establish baseline plans against which you can track project cost, schedule,
and performance data. Part 4 also explains how to

m  Update projects by applying actual dates directly to activities or by
using timesheet data from Progress Reporter, and how to schedule and
level projects

m  Summarize and save project data “on-the-fly” or at a regularly
scheduled interval you specify

m  Establish issues, or known problems within a project plan, either
manually or by defining project thresholds, which monitor project
data according to measures you specify

m  Calculate the effect that a project risk—a concern or uncertainty about
a project or one of its components—will have on a project’s schedule,
costs, and durations

m  Catalog and track all project-related documents and deliverables, and
track the schedule by setting up additional layouts to monitor project
status

m  Check projects in and out of P3e to maintain the most up-to-date
project data possible throughout the enterprise

Part 5: Customizing Projects Describes how to customize layouts
for analysis and easier data entry, and to display specific information about
projects in P3e. Part 5 also describes how to produce reports that detail or
summarize project information and answer key questions that arise as the
project progresses. In addition, this part discusses how to publish a project
on the World Wide Web.
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P3e Help system P3¢ provides an extensive online help system to
supplement the documentation. Use P3e Help to access general infor-
mation about P3e options, detailed descriptions of P3e windows and
dialog boxes, and step-by-step instructions for specific P3¢ project tasks.
P3e Help also includes Hint help for column values in various windows.
Access Hint help by clicking the Display Options bar, choosing Hint Help,
and then clicking a value in a column.
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Where to Get Support

If you have a question about using P3e that you or your network adminis-
trator cannot resolve with information in the P3e documentation or online
Help, call Primavera Customer Support at the times and locations listed
below.

Please have your Primavera Enterprise product serial number ready when
you call. Each call is logged to help Primavera resolve your questions

quickly.

Office TimeZone Hours Telephone FAX Internet Address*
Bala Cynwyd, ET 8:00-8:00 1-610-668-3030 1-610-667-0652 usatech@primavera.com
Pennsylvania, (Mon—Fri)
USA 9:00-2:00

(Sat)
London, GMT 8:30-6:30 44-20-8563-5555 44-20-8563-5543 uktech@primavera.com
England, UK (Mon—Thur)

8:30-5:30

(Fri)
Kowloon, GMT+ 9:00-5:30 852-2111-8299  852-2111-9477 hktech @primavera.com
Hong Kong, 8 hours (Mon—Fri)
SAR

*For 24-hour support, visit Primavera’s online Knowledgebase at http://www.primavera.com/support.

@ In the United States, Primavera periodically and randomly
= monitors technical support calls to ensure that you receive the
highest quality support.

All Primavera products are backed by comprehensive support and training.
To request product literature, contact your local dealer, call Primavera at
1-610-667-8600, or send your request via e-mail to info@primavera.com
in the United States. In the United Kingdom, call 44-20-8563-5500 or
e-mail your request to intlinfo@primavera.com. In Hong Kong, call
852-2111-8288, or e-mail your request to hkinfo@primavera.com.






Part 1

Overview and
Configuration

In this part: Introducing Primavera Enterprise
P3e Quick Tour

Defining Administrative Preferences and
Categories

Setting Up User Preferences



Read this part to learn more about enterprise project
management and Primavera’s suite of products developed to
support it. Introducing Primavera Enterprise discusses
Primavera’s enterprise approach to managing projects and
describes each component in the Primavera Enterprise suite.
It also defines the various enterprise-wide project
management roles, explains how these roles can use
Primavera Enterprise to achieve their project goals, and
provides an overview of the methods used to successfully
manage and control projects. P3e Quick Tour introduces key
concepts in Primavera Project Planner for the Enterprise
(P3e), the project manager component of Primavera
Enterprise. In addition, it explains how to perform basic P3e
tasks, such as opening a new project and using wizards. This
part also describes how to define global and project
parameters and user-specified preferences to customize your
use of P3e. Read the Defining Administrative Preferences
and Categories chapter to learn how to apply a series of
parameters and values that apply to all projects. The Setting
Up User Preferences chapter explains how to customize P3e

to fit your special needs.
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L
In this chapter:

Why Use Enterprise Project
Management?

What Is Primavera Enterprise?
Your Role in the Enterprise

Project Management Process
Overview

Planning, Controlling, and
Managing Projects

Primavera Enterprise is a robust suite of
products designed to support the project
management needs of organizations that

manage large numbers of projects at one time.

These integrated applications use enterprise
project management to support the
management needs of project teams across
multiple disciplines, in different locations, and

at varying levels of the enterprise.

This chapter provides an overview of enter-
prise project management, the components
that make up the Primavera Enterprise suite,
the roles used in enterprise project
management, and the basic concepts for
planning, managing, and controlling your

projects.
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Why Use Enterprise Project Management?

Large businesses typically have hundreds—even thousands—of projects
underway at one time to create the new products and services that build
their future. These projects cross normal business hierarchies and chains
of command, making project management an enterprise-wide, cross-disci-
plinary challenge. The pressure to complete projects on time and within
budget, and maintain a competitive edge, is driving corporations to
develop and implement project management processes. They are moving
away from a traditional functional structure to a multiple-project organi-
zation that must achieve clear, but urgent goals, using limited, shared
resources, and they need the fastest business payback from those projects
to realize potential revenue and increase shareholder equity.

Enterprise project management provides comprehensive information on

all projects in an organization, from executive-level summaries to detailed
plans by project. Individuals across all levels of the company can analyze,
record, and communicate reliable information and make timely, informed
decisions that support their corporate mission. By putting the right tool in
the right hands, enterprise project management enables an organization to

m  Make strategic business decisions
m  Control the minute detail that is necessary to finish projects

m  Understand current resource demands, set priorities, and evaluate
long-term staffing requirements

m  Use skilled resources effectively and productively

m  Reorganize projects to fit shifting priorities without sacrificing quality
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What Is Primavera Enterprise?

Primavera Enterprise is a set of integrated components that meet the needs
of different areas in the enterprise. It uses standard Windows interfaces,
client/server architecture, Web-enabled technology, and stand-alone
(InterBase) or network-based (Oracle and Microsoft SQL Server)
databases. The suite consists of the following components:

m  Primavera Project Planner for the Enterprise (P3e)
m  Primavera Portfolio Analyst

m  Primavera Progress Reporter

m  Primavision

m  Primavera Software Development Kit (SDK)

Primavera Project Planner for the Enterprise (P3e) P3e is
project management software that enables users to track and analyze
performance. It is a multiuser, multiproject system with scheduling and
resource control capabilities supporting multitiered project hierarchies,
durations and scheduling in time units as small as minutes, resource
scheduling with a focus on roles and skills, recording of actual data,
customizable views, and user-definable data.

P3e is ideal for organizations that need to simultaneously manage multiple
projects and support multiuser access across a department or the entire
enterprise. It supports an enterprise project structure (EPS) with an
unlimited number of projects, activities, baselines, resources, work
breakdown structures (WBS), organizational breakdown structures (OBS),
user-defined codes, and critical-path-method (CPM) scheduling and
resource leveling. Large-scale implementations of P3e for enterprise
project management use P3e with Oracle or SQL Server as the project
database.

P3e also provides centralized resource management. This includes
resource timesheet approval and the ability to communicate with project
resources who use Progress Reporter, Primavera Enterprise’s Web-based
timesheet management application. In addition, P3e provides integrated
risk management, issue tracking, and management by threshold. The
tracking feature enables you to perform dynamic cross-project rollups of
cost, schedule, and earned value. Project reference documents can be
assigned to activities and managed centrally. P3e’s Report Wizard helps
you create customized reports that extract specific data from the P3e
database.



6 Part 1: Overview and Configuration

Primavera Portfolio Analyst Primavera Portfolio Analyst is an
executive reporting tool, providing senior managers with the summary
view of project data that their roles require. Executives can quickly group
projects for comparisons and analysis and drill down to see any level of
detail through an extensive set of graphics, spreadsheets, and reports.

Primavera Progress Reporter Primavera Progress Reporter is a
Web-based interproject communication and timekeeping system. As a
team-level tool for project participants, it helps team members focus on
the work at hand with a simple cross-project to-do list of their upcoming
assignments. It also provides views of project changes and timecards for
manager approval. Because team members use Progress Reporter to enter
up-to-the-minute information about their assignments and record time
against their workloads, project leaders can make crucial project decisions
with the confidence that they have the most current information possible.

Primavision Primavision is a Web site that allows users to access
project management data via the Internet. Users can view data and
perform limited project management functions using their Web browsers.
Primavision must be installed on a Web server.

Primavera Software Development Kit The Primavera Software
Development Kit (SDK) enables you to integrate the data in the project
management database with external databases and applications. It
provides access to the schema and to stored procedures that encapsulate
business logic. The SDK supports the Open Database Connectivity
(ODBC) standard and ODBC-compliant interfaces, such as OLE-DB and
JDBC, for connecting to the project management database. The SDK must
be installed on any computer that needs to integrate with the Primavera
Enterprise database.
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Your Role in the Enterprise

By definition, enterprise project management must meet the needs of
several types of users. The following section describes the enterprise roles
as they typically apply to the applications in the Primavera Enterprise
suite. Roles may vary or overlap depending on the organization.

Network administrators Network administrators configure an enter-
prise’s network environment (local- and wide-area networks) for optimal
performance with Primavera Enterprise. They install and maintain the
server and client components of Primavera Enterprise. In addition, they
manage user access to enterprise data and develop and maintain a compre-
hensive security policy to ensure that project management data are
protected from unauthorized access, theft, or damage.

Network administrators ensure that the hardware and software supporting
Primavera Enterprise function reliably by

m  Setting up and maintaining the network to ensure reliable connections
and the fastest possible data transfer

m  Creating and maintaining accurate lists of network resources and
users so that each has a unique network identity

Database administrators Database administrators (DBAs) are
responsible for setting up, managing, and assigning access rights for the
project management database. They set and oversee rules governing use of
corporate databases, maintain data integrity, and set interoperability
standards.

Database administrators ensure reliable access to the Primavera Enterprise

database by

m Installing, configuring, and upgrading database server software and
related products as required

m  Creating and implementing the database

m Implementing and maintaining database security, including creating
and maintaining users, roles, and privileges for the database

m  Monitoring database performance and tuning as needed

m  Planning for growth and changes and establishing and maintaining
backup and recovery policies and procedures
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Operations executives Operations executives are responsible for
strategic planning and ongoing performance analysis. They use P3e and
Portfolio Analyst to analyze projects that are underway to identify and
monitor problem areas and analyze past projects to apply lessons learned
when planning future projects.

Senior executives may be responsible for

m  Prioritizing projects

m  The profit/loss for a specific business entity

m  Funding and go/no-go decisions about projects

m  Strategic planning over the future of the business or division

Project controls coordinators Project controls coordinators are
responsible for ensuring that P3e is implemented properly and that it
operates smoothly. They play a key role during implementation by

m  Working with operations executives and program/project managers to
structure project, OBS, and resource hierarchies, set up basic
calendars, and define enterprise-wide custom fields and codes in P3e

m  Working with the network administrator to create user accounts and
user groups for P3e

m  Assigning security rights to P3e users in P3e
Program and project managers Program managers oversee several

high-level project managers; they are responsible for multiple projects and
use P3e, Portfolio Analyst, and Primavision to

m  Add projects to the P3e database

m  Perform cross-project analysis

m  Manage projects to on-time and on-budget completion

m  Prioritize resources across projects

m  Plan projects before they are funded

Project managers manage multiple small, repetitive projects or a single,
complex project. They are responsible for on-time/on-budget completion
of the projects and use P3e to allocate specific named resources to a
project in conjunction with the functional manager of those resources,

communicate project information both up and down the chain of
command, and manage resources related to the project.
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Resource/cost managers Resource managers allocate resources
across projects and distribute their workloads. They are responsible for
resource planning, including recruiting, hiring, and training resources, and
they may be responsible for loading resource information in P3e. Cost
managers perform detailed financial analysis of projects, handle project
billing, and integrate financial information within the company.

Team leaders Team leaders manage the work for a portion of a larger
project. They are managers who produce work and manage a team, and
they often use P3e and Progress Reporter to prioritize short-term tasks or
objectives, typically when the duration is less than the planning period of
the project.

Team members Team members are trained in a specific skill required
on a project. They work with their manager to develop activities and
durations for incorporation into the schedule. Once activities are added to
the schedule, team members update them using Progress Reporter to
indicate the work they performed during designated accounting periods.
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Project Management Process Overview

For information about setting
up security, see the
Primavera Enterprise Admin-
istrator’s Guide.

When contractors develop plans for a building, one of the first steps is
laying a foundation. This is also a true for building projects using P3e. The
hierarchical structuring of data serves as the foundation before the
addition of actual project data. The following is a suggested sequence for
setting up these structures:

m  Setup the organizational breakdown structure (OBS), which is the
hierarchical arrangement of your company’s management structure,
either as roles or individuals.

m  Setup the enterprise project structure (EPS), which is the hierarchical
structure that identifies the company-wide projects and enables
organization and management of those projects in your organization.

m  Setup a resource hierarchy that reflects your organization’s resource
structure and supports the assignment of resources to activities.

m  For each project, set up the work breakdown structure (WBS), which
is a hierarchical arrangement of the products and services produced
during and by a project.

Project controls coordinators, working with operations executives and
program/project managers, structure the OBS and EPS hierarchies. Setting
up the OBS first enables association of the responsible managers with
their areas of the EPS—either nodes or projects—when the EPS is struc-
tured. In P3e, user access and privileges to nodes and projects within the
EPS hierarchy are also implemented via a responsible OBS, so the
security profiles that monitor data access by project participants can be
established early on in the process.

Once the OBS is established, the EPS can be set up. An EPS can consist of
multiple root nodes, which enable particular types of projects to be
grouped together, such as project templates or high-risk projects. Within
each root node, you can further break down an EPS into multiple EPS
nodes, such as Construction Projects, Engineering Projects, and Manufac-
turing Projects, to categorize the types of templates projects.
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For details on setting up these
structures, see the applicable
chapters in Part 2.

The responsible manager
used for the root node in the
EPS branch is used as the
default for the EPS nodes
and projects for that branch;
you can change the
assignment(s).

The WBS acts as a continuation of the EPS for the individual projects in
the enterprise. A WBS provides organization and control of project and
activity information through a hierarchy of WBS elements. When you
create projects, P3e automatically creates a WBS element at the same
hierarchy level and with the same name as the project. P3e enables you to
set anticipated project dates, budgets, and spending plans for a WBS at a
high level to indicate when the work should occur and how much its
planned budget and monthly spending will be before any projects are
added to the EPS. You can use the pre-established budget amounts and
funding information you set for WBS elements for their project and
activity counterparts.

The following example represents how the OBS, EPS, and WBS structures
interrelate within one branch of the EPS.

Responsible
Manager ————=—=———-—- >
(OBS)

L __ 5 Project Project Project
A B C

- WBS.1
The WBS extends beyond
the project level—all activ-
ities in the project have a
WBS association.

-——> WBS.2

——— WBS.3
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Planning, Controlling, and Managing Projects

Before implementing P3e to schedule projects, team members and other
project participants should understand the processes involved in project
management and the associated recommendations that help smooth imple-
mentation of the software that supports your corporate mission.

If you were driving to a place you had never seen, would you get in the car
without directions or a map? Probably not. More than likely you’d take the
time to plan your trip, consider alternate routes, and estimate your time of
arrival. Planning the drive before you even left would help your trip be
more successful. And, along the way, should you encounter road blocks or
traffic delays, you would have already identified alternate ways to reach
your destination.

Project management follows the same methodology and purpose—to
achieve your project goals, you need to plan them in advance. Good
project management is no longer an option in today’s corporate world. It is
a critical tool to help your company stay on target and accomplish its
goals.

Simply stated, project management is the process of achieving set goals
within the constraints of time, budget, and staffing restrictions. It allows
you to get the most out of your available resources. Resources include

m  People

m  Materials

m  Money

m  Equipment

m  Information

m  Facilities

m  Roles

Project management across the enterprise factors in all of these variables
across multiple projects, enabling project managers and company execu-

tives to see an accurate picture of how each project’s resource use affects
other projects.

The process of project management is guided by three key principles:
m Planning
m  Controlling

m  Managing
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Planning a project The first step in project management is to define
your project.

1 What is the scope of the work? What activities will make up the
project and what is their relationship to each other? You’ll also want
to identify the major milestones that will help you monitor the
project’s progress.

2 What is the project duration? What are the dates when the project will
begin and end?

3 What resources are available to the project? Beyond labor, think
about all the types of resources you will require.

4 Who will perform what tasks? Determining your labor resources and
their available workhours is a key part of building a successful
project. You’ll need to plan for downtime and holidays and determine
the regular workweek for various staffing types.

5 How much will the project cost? What are the costs per resource? Are
there any hidden project costs?

6 What is the estimated budget? Establishing a project budget estimate
in advance helps you monitor possible cost overruns.

The answers to these questions form the framework of your project.

Controlling a project Once you have built your project and estimated
your budgeting needs, you save this original plan as a baseline, or target
schedule, to help you control the project. A baseline provides a solid point
of reference as your schedule changes over time. It allows you to compare
the original schedule to the current one and identify significant changes
and develop contingency plans.

You control a project to keep it heading in the right direction. You’ll want
to track work progress and costs, compare them to your baseline, and then
recommend what actions should be taken.

Effective project control reaps many benefits. It allows you to keep a close
eye on possible problems before they become critical. It lets the project
team and senior management view cost and scheduling timeframes based
on the reality of the schedule.
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Managing a project The process of guiding a project from start to
finish is the responsibility of a project manager. A good project manager
wears many hats, acting at various times as a motivator, communicator,
coordinator, and advisor. As you control the project’s progress, it is your
job to keep your team aware of changes to the schedule and possible
consequences. In many ways, you are the project’s ambassador, ensuring
that your project organization is carrying out its responsibilities for the
best possible outcome.

To be an effective project manager also requires consistency when you
update your projects. Select a day each week, or biweekly, when you will
regularly update projects. This regular update will include progress on
values such as

m  Dates on which activities started or finished
m  Dates when resources are consumed

m  Changes to resource rates

Determine a standard policy for the update and scheduling procedure, and
for reporting progress.

P3e provides many tools to assist you in reporting progress to both team
members and senior management. Use the Project Web Site option to
create a central location where team members can view project progress.
Consider the many tabular and graphical system reports as a means for
communicating change. In addition, senior management can use Portfolio
Analyst to summarize project data and easily capture a snapshot of how a
project or group of projects is progressing.
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This quick tour introduces you to Primavera
Project Planner for the Enterprise (P3e) and
the P3e workspace. It discusses the layout
approach to viewing data and includes sample
layouts to help you start creating your own.
You will also learn the basic steps for starting
P3e, opening a project, and using wizards to

speed up your work.
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Getting Started

The P3e installation process guides you through setting up P3e on your
computer. Refer to the Primavera Enterprise Administrator'’s Guide for
detailed instructions.

Start P3e Click Start, then choose Programs, Primavera Enterprise,
Primavera Project Planner.

Log in Before using P3e, you must enter a valid login name and
password. If you do not know your login name and/or password, see your
system administrator.

Login to Primavera Project Planner

Login Name o OK I—— 4 Click to open the Welcome dialog
1 Type your login name. ——|admin @ Cancel box.

Passward Help

3 Accept the default ——_ Database
database shown, or " [PHDE_PE |
click the Browse but-
ton to select another
database.

2 Type your password.

@ P3e passwords are case-sensitive.

Use the Welcome dialog box to create a new project, open an existing
project or the last open project, or open global data only.

Primavera Project Planner

Welcome. What would you like to do? |

Create a new project. )
[ Create New... Starts the Create a New Project

wizard for adding a new project

Open an exigting project.

peg e Displays the Open Project dialog
Existing... . . .
box for selecting an existing
project or EPS node to open
Last project: ‘Cony'
[» OpenLast

Opens the last project you used

Open Global Open global data only - EPS,
[ T | Proiects, Roles, Resowces. 1 Opens P3e without opening or

&e Calendars, etc. A X

creating a project. Only global
data and administrative functions
are available.

™ Do not shaw this window again.

Help [z Cancel
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Mark the Do Not Show This Window Again checkbox if you do not want
the Welcome dialog box to appear each time you open P3e. P3¢ automati-
cally opens the last project you used at startup. To turn this option back on,
choose Edit, User Preferences, then click the Application tab and mark the
Show the Welcome Dialog at Startup checkbox.
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The P3e Workspace

When you first open a project, the Home workspace displays the main
functions available in P3e. For example, click Activities to focus on
activity data and customize layouts. The P3e workspace for each main
window consists of a menu bar, navigation bar, directory, toolbar, and
command bar.

Use the toolbar to quickly access P3e — Use the navigation bar to move
options that pertain to the window displayed between open windows, display and
and to change the look of your layout. hide the directory, and open help

quickly for a specific window.

== Primavera Project Planner for the Enterprise: Conv, Bldg. Auto. Millipede. Elk. Motion, Spec-1. Bohimia C. Bohimia 0. Morris ...

Choose a menu

Fle Edt View Project Enterprise Idols Adwin Help

| SrpP.0. Signed

Ref Dacs

A1050 | Gererate Proposl o e
Fram Ena Ly (& Fioles

41030 | Front Frd | nardinn 7 ‘ -
* 4 *

to open a list I I
P | Activities . . e
of commands.
OEr DEbEkes MBVE % KRG L %= 5E)
~ Layout - Default WBS Layout l/D add J
Activity ID Activity Name «|[2000 | Apil2000 | Mape00Oaf
[19]E [e2[oa e z3 3007 [14]2 | & Delete |
480,10 Project Complete/Project Closzout
S RC Russell Computers & Cut I
S RC.PS Pre Sales
. = RC.PSA Pre Sales Evaluation L |1 3-4pr-00 00:00, RC.F— I
Use the directory — A1020 | Site Vish - —Site Vi T ]
to switch your focus. ‘[ Assemble Estinate Team
' T 8 Aesouces |
2] Submit Propasal
41070 &f Risrc by Role |

E
Py T B Activity Codes
R | e
Thresholds 350.00K & Predecessors
e,
i1 Labor Units = Successors
210,00k [ Remaining

| Show Lsage for

140.00h W Actusl _/
‘ Al activities @ Selected activities INERN| [ Budgeted \
el

e

| Display Activites for selacted

‘I_T\maFerlnd [19]26 [02 |03 |15 [23 [30 o7 [14 21 |
2000 | Apil2000 |  Map2000
i | [User admin [Dista date: 27-5ep-83 00:00_ Aecess Mode: Shared |Baseline: Current Project

Command bar —
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Display the directory Use the directory to display P3e windows
quickly. Choose View, Toolbars, Directory, to display or hide the directory.
To display or hide directory bar button text, choose View, Toolbars,

Directory Button Text.
T Displays the Projects window. Use to globally review the global
EI enterprise project structure (EPS), and to work with individual
Projects projects.
3 Displays the Resources window. Use to add or modify your
Display data at the —| | Resources | organization's resources.
enterprise level Displays the Reports window. Use to produce reports for all

Reports projects or the open project.

= Displays the Tracking window. Use to display and create tracking
Tracking layouts for the open project.

Displays the Work Breakdown Structure window. Use to add or

WES modify the open project's work breakdown structure (WBS).
Displays the Activities window. Use to work with activities in the
Activities open project.
EI Displays the Reference Documents window. Use to create and
Display data at the — Fef Docs assign reference documents for the open project.
project level
E Displays the Project Expenses window. Use to work with

Expenzes expense items for the open project.

'E' Displays the Project Thresholds window. Use to add or delete
Threshalds | thresholds for the open project.
Displays the Project Issues window. Use to add or delete issues

] for the open project, review issue history, and notify other team
lssues members of issues.
]| Displays the Project Risks window. Use to add, delete, or

Riskz calculate risks for the open project.
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Display the navigation bar Use the navigation bar to move between
open windows. You can also use the navigation bar to display and hide the
directory and open help for the current window or dialog box. The
navigation bar is displayed or hidden when you choose View, Toolbars,
Navigation Bar. To display or hide navigation bar button text, choose
View, Toolbars, Navigation Bar Button Text.

Returns to the Home workspace —

Displays the next window in a series of windows
you opened. The Forward button is available
only after you use the Back button to redisplay
a previous window.

Displays the last window you opened _I

4 b at * EJ

Back Fonward Home [Cir. Hg

Displays or hides the directory J J
Opens P3e Help

Use shortcut menus Instead of using standard menus and buttons,
you can also use the right mouse button to access frequently used
commands. To use shortcut menus, right-click an element or the white
space in any window, then choose the appropriate command.

Select multiple items To select a group of items that are next to each
other in the display, hold down the Shift key, click the first item in the
group, then click the last item in the group. To select multiple items that
are not next to each other in the display, hold down the Ctrl key, then click
each item you want to select.
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What Is a Layout?

You can also customize
the table and Gantt chart in
the Projects window.

When working with activities in the Activities window, you can create
layouts. A layout is a customizable view of project information. To
customize a layout to meet specific needs, you can choose from a wide
range of project information, columns, colors, fonts, and activity
groupings, and you can display these data in the top and/or bottom layouts.
For example, show a Gantt chart in the top layout and an Activity table in
the bottom layout. Each time you change the way data are presented in the
top and bottom layouts, you create a unique layout. P3e automatically
prompts you to save a layout when you close it, allowing you to define a
unique name for it so you can use the layout again with the current project
or a different project.

Activity Table displays activity information in spreadsheet format. Use
this type of layout to quickly update a project. You can use filters and
group data to see only those activities that occur in your current status
cycle. You can customize Activity table columns. You can also sort, filter,
and group activities in the Activity table, as well as change the font of the
activity information and the color of the table background. The Activity
table can be displayed in the top and bottom layouts.

Gantt Chart provides a graphical display of activity progress over the
course of the project. You can customize Gantt chart bars, colors, labels,
and symbols. You can also sort, filter, and group activities in the Gantt
chart. The Gantt chart can be displayed in the top and bottom layouts.

Activity Usage Spreadsheet displays units, costs, or earned value
data by activity over time. Use this type of layout to review per period and
rolled up activity resource/cost data. The Activity Usage spreadsheet can
be displayed in the top and bottom layouts.

PERT provides a graphical display of activities, including logical
relationships. You can specify which information you want to display, and
you can change PERT colors and fonts. You can also group and filter
activities in PERT. (PERT can be displayed in the top layout only.)

Activity Details display detailed information for an activity you select
in either the Activity table or PERT. You can also use Activity Details to
enter and edit an activity’s information, such as dates, resource assign-
ments, and predecessor and successor relationships. (Activity Details can
be displayed in the bottom layout only.)



22 Part 1: Overview and Configuration

Wit 4 » @& * @
Activities Back Fowed  Homs  Dir Help
DEF DBl AETE BE &AW 5=
Tc mpletely cl he lower - et -G - Detaied I I
0 comp ete y close the lowe Ectivity 1D ABctivity Mame Original [Remaining| Sca || | March 2000 | Apiil 2000 | =
layout and view only the data Duralion| Duration w2 e] e [le[Bam]% | X Dde |
i ; = Aute.2 Hardware 150.0d  1360d ¥ 03-4pr-00 17:00, Auto.2
”? the top lay Ol',lt, CI’C{( the 45310 She Preparation 100 20d Cut
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45103 Testt DebugLines 2404 240d m— Test & Debug Line & -
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between the two layouts.
Fetiest [ [ser: admin [Data date: 27-5ep-93 000 _ [Acoess Mode: Shared [Bassiine: Current Project

Resource Usage Spreadsheet displays resource data in spreadsheet
format. This approach is helpful when you are updating and maintaining
both your organization's resource hierarchy and individual resource infor-
mation. (The Resource Usage spreadsheet can be displayed in the bottom
layout only.)

Activity Usage Profile displaysa time distribution of activity units and
costs in a Bar chart format. You can customize all aspects of the Activity
Usage profile display. You can also filter activity information in the
Activity Usage profile. (The Activity Usage profile can be displayed in the
bottom layout only.)

Resource Usage Profile displays a time distribution of resource units
and costs in relation to activities in a Bar chart format. You can customize
all aspects of the Resource Usage profile display. You can also filter
activity and resource information in the Resource Usage profile. (This
profile can be displayed in the bottom layout only.)

Trace Logic provides a graphical display of dependency relationships
for an activity you select in either the Activity table or PERT. (Trace logic
can be displayed in the bottom layout only.)

Use toolbar icons to customize the layout.

== Primavera Project Planner for the Enterprise: Con, Bldg, Auto, Millipede, Elk, Mation, Spec-1, Bahimia C, Bohimia 0, Moris ... [HIIEIE3
Fle Edt View Projest Enterprise Tools Adwin Aelp

In this sample layout, the top part of the window shows activity data in a
Gantt chart, and the lower part of the window displays the activity details.
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Customizing Displays

Click the Layout Options bar—

to display a menu of the
options available for the Activ-
ities window.

For details about customizing
and printing layouts, see the
Customizing and Printing
Layouts chapter.

Most P3e windows and dialog boxes include an options bar at the top of

the screen that contains a number of commands that enable you to
customize the current display. Click this bar to display a menu of the
commands available for that window or dialog box.

=7 Primavera Project Planner for the Enterprise: Convy, Bldg, Auto, Millipede, Elk. Motion, Spec-1, Bohimia C. Bohimia 0, Morris ... ] E3

File Edt View Projsct Enterpriss Tools Admin Help
iviti @& * @
Activities Back Fowed  Homs  Dir Help
OEr CEihEBkos BBETE S% QAQH 5E
7 Lol - Classic WG Lapoul | v
Lt N Original|Remain « || February 2000 | Warch 2000 | Apil 2000+ |
e Duration| Duwal ™ Tog (13 [20 [ 27 [05 1219 ] 26 [02[ 03 [16 | X Delste |
Bass... ler 13404 134 ¥ O3Ap00 17
il Columns se 18 18 Cut
Timescale.. i, andwa. | 130d 13 Copy
& Table Fort and Colors Fiobats 18.0d 1%
BEFIT Oftiors:. sLine B 2404 24 T im Fiobot Paths Line B =
Bottom Layout Options. 15 — T Fobot Paths Line 4
D e, [ewde | 104 . VCalbateRob g g
oller 1080d 108 w15 Mar00 17.00, Auo2.3 5
Giroup and Sort iciBidsl.. | 500§ & RurchyRok
Show on Top b | SystemC.. 40d 4
Show on Battom b ffor Syste.. 104 1 & Foks
-~ befverSw. | 580d 58] |d Deliver System Controlle =
Hint Helo LlJ . ) = iy Codes
+ & Predecessors
5 i":m A:u decessors | Suscessors | Codes | Noltsbook | Steps | Feedback | Ref Dos | Experses | Summary |
== Collapse
= o[z im Fobot Paths Line & Fraject. [auto = Successors
Activity Type Duration Type % Complets Type Activity Calendar
[Task Dependent =] [Fixed Duration =] [Duation =] [E Auto Catendar 1 ]
WS Responsible Manager Primay Fiesource
[y Acte.22 Robot Contialler o] [Bndy Mazon B I

Fererl [User admin |Dsta date: 27-5ep-93 00:00_[Aocess Mode: Shared |Baseline: Current Project

P3e also enables you to switch your display from a hierarchical view to
list view when displaying information, such as resources and the work
breakdown structure, that is displayed in different levels. To switch a
display from hierarchy to list view, click the leftmost column label that
appears in the display.

a
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| Resource Code

— An outline icon in the leftmost column
label indicates a hierarchy view.

— A triangle in the leftmost column label

indicates a list view.

Select B

Code

lm

i{| Resource Cod E

Select Resource

Code

| . Display: Locatio

I Location

=

B odify...

| = Cloze

Code Y alue Code Description
| . Display: Locatio
=-§ DT Dietrait Code Yalug * | Code Description
@ DT Dffice Division Dffices st
-8 DT.Plant  Manufacturing Facility & DT.Dffice Division Offices
§ sFo % am Framcisco Dffices & DT .Plant Manufacturing Facility
§ ORD Chicago Construction HE g v Mew vork Corporate Offices
& ORD Chizaga Canstruction HQ
§ sFo San Francisco Offices

O Add
> Delete
3 Cut
Copy
el Easte
-
| b
-
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Sample Layouts

The sample database included with P3e provides standard layouts that you
can use with your own projects.

To open a sample layout, first open one of the projects from the sample
database or your own database in the Activities window, then choose
View, Layout, Open.

=7 Primavera Project Planner for the Enterprise: Conv, Bldg. Auto. Millipede

File Edt View Project Enterpise Tools Admin Help

. Elk, Motion. Spec-1. Bohimia C. Bohimia 0. Monis ... [ B

F &)
Activities . b
OEx CELBRL S AEVE o R QEF SEISE
. Layout - 2 Week Lookahead | 0 Add
Activity ID Activity Name Original[Feme = || May 2000 [ June 2000 [ Jup 2000 ]
07 [ 1421 [28 |04 [ 11 [ 18] 2502 09162 X  Delets ‘
= MM Mallard Manufacturing ¥ |
= MM.PS Pre Sales P——s 000500 MM b O
MM.PS.1 Pre Sales Evaluation ‘ Copy
= MM, roposal Generation ¥ ¥ Sulun-00 03:00, Wk
= T T Generdte Propesal | el Paste ‘

= MM.FI Factory Implementa...

= MM.FI.1 Design

4 R

420,590 Configure Standard Point ...

420,600 Prepare Loop Templates

4

]
|
: 1 &F FRsrcbyRole

AL | e

Roles ‘

General | Status | Resources [ Predecessors | Successars |

= Activity Codes ‘

j‘ beliviy [21050

Iﬁanerale Propasal

= Fredecessors

F3 AddFesouce | FR AddFoe | B AssignbyFole| B Remove|

= Successars

il [User admin

[Dats date: 27-5ep93 00,00 _ |Aoosss Mode: Shared

|Bassline: Cument Projsct

Two-Week Lookahead
Layout

This layout provides a
snapshot of upcoming
work by filtering the
project activities
scheduled to start within
the next two weeks. The
Gantt chart on the top
right displays the
activity data graphi-
cally, while the Activity
Details (below) show
specific types of activity
information.
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Classic WBS Layout  [fc es vew fopst Enpics 1o adnn Hob
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1
5 MM.PS Pre Sales 28Jun 00 0300, M. FS ¥ Fokes
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1030 | Front End Loading 11.1d 0 | Loading
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Beneat Fioposal
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= WM Fl 1 Nesi RR1A AR il
pelan ol ;IJ
il [User admin [Dats date: 27-5ep93 00,00 _ |Aoosss Mode: Shared [Baseline: Curent Project
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Predecessor/Succes-
sor Analysis Layout
This PERT layout enables
you to view your project
i graphically, by prede-
cessor and successor

=7 Primavera Project Planner for the Enterprise: Conv, Bldg. Auto.

. Elk. Motion, Spec-1, B

File Edt View Project Enterpise Tools Admin Help

2 o)
Activities . 2.
A8y OELBEBos #ETE -

& QL EY 3:\|AE
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‘WHS Code || WES: Bohimiz M.1.1 Flant Shutdown
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) Delete
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1y Blda 1

4 Ek1

i
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Cut

Copy

% Rokes
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11-Gep-00 |11-Sep-00 14-Sep-00 |14-5ep-00 14-Sep-00 |14-Sep-00 M
FO10008 FO100100
TRIP GENERATOR, REDUCE REACTOR
OFF THE GRID POWER: TO LESS THAN
4% - (MODE
14-5ep-00_[14-Sep-00 14-Sep-00 [15-5ep-00 =
Fietiesh ] [Diser: admin [Dats dats: 2756533 0000 _ [Access Mods: Shared [Bassine: Cunent Project
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PERT boxes to move along

Y Bldg 2 Fou .-
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EE::;: fa 8 Fesouoss project, or right-click to
T lda e make changes to the data
22 Milipeds tus B RsictyRole g .
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Using P3e Wizards

Wizards are a great way to speed up your work. They quickly guide you
through repetitive steps, doing most of the work for you.

If you prefer to work without
wizards, mark this checkbox
on the first dialog box of each
wizard or choose Edit, User
Preferences, Assistance, and
set your choices in the
Wizards section.

P3e contains wizards for creating new projects, adding activities, creating

resources, and building reports.

Mew Activity E

New Activity
Activity Name
identifies the activity.
Primavera
Enterprise

Activity |D
41145630

Activity Mame

Enter an Activity_ID and Activity Mame. The Activity 1D uniquely

Mews activity

_\ £ 2000 Prim s Sys)

I Da not show this wizard again.

0 Cancel

( ‘ Erey | Mext ’l E Finish|

|— These navigation buttons step
you through the wizard. Click
Prev to change your previous
entries and Next to move forward.

You can specify whether you want P3e wizards to help you add activities
and resources. Other wizards are also available to create new projects,
export and import project data, and define administrative preferences.
Wizards are discussed in more detail in the appropriate chapters of this

manual.

Set wizard options Choose Edit, User Preferences. Click the Assis-

tance tab.
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User Preferences E
Time Units Wizards |
Dates Wwiould you like to uge wizards when adding new activities and
Currency Tesources?
Hail I~ Mark to use the
New Resource
. Usze Mew Resource Wizard v Wizard.
Application
[E— Use New Activity ‘Wizard v Mark to use the
- New Activity Wizard.
Besource Analyzis

Project M t SAM |

Froject kanagement SAM is pyour companion when performing
tasks throughout the application.

Usze Project Management SAkd r

Help | = Cloze |

Navigate wizards To move between different wizard windows, click
Prev or Next. To save your changes and close the wizard at any time, click
Finish. To close the wizard without saving your changes, click Cancel.

New Activity

Primavera
Enterprise

£ 2000 Frimaem Sysi

I Da not show this wizard again.

0 Cancel

Work Breakdown Structure
Select a‘Work Breakdown Structure [WES] element for this activity.
The "WES iz a hierarchical arangement of the products and services

produced by a project. Project management respongibilities are
azzigned via the WEBS.

WBS

IE Cony Conveyor Spstem _I

‘ Frew | Mext ’l E Finish|
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Defining Administrative Preferences

and Categories

L
In this chapter:

Setting P3e Default Settings

Defining Standard Categories and
Values

P3e enables your organization to define a
series of application-wide parameters and
values that apply to all projects in an enterprise
project structure (EPS). Use these settings to
customize P3e to meet specific project
management requirements and standards.
While all P3e users can view these settings, a
user must have special security privileges to
edit them.

This chapter discusses the two types of settings
you can specify: Administrative Preferences,
which are default settings used in P3e, and
Administrative Categories, which are standard

values that apply to all projects in P3e.
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Setting P3e Default Settings

Use the Admin Preferences dialog box to specify default P3e settings
established by the project controls coordinator. Choose Admin, Admin

Preferences.

General information Use the General tab to specify general default
options, such as the weekday on which the calendar week begins. You can
also change the character used to separate hierarchy levels in resource,
project, and activity codes; roles; cost accounts; and WBS elements.

The character that separates hierarchy levels in roles, resource —
codes, project codes, cost accounts, and activity codes; it is
also the default separator for WBS codes in all new projects.
You can enter a WBS code separator for specific projects in the
Settings tab of Project Details.

Admin Preferences E
— —— |
Timrdacts Specify the character for separating concatenated codes. [tis
Progress Reporter alzo the default WES code separator for new projects.
Drata Limits
D' Lengths Code Separator I__-
Time Periods
Starting Day of Week
Eamed Yalue
Specify the starting day of the week for calendars.
Beports
LCurrency - "
st day of wee ISunday -
Options =
User Fields Activity Duration |
Specify the default duration for new activities.
The default duration for new @eraun Duration |—5_gd)
activities in all projects;
simplifies the process of

adding new activities Help |-?= \wizard |@ Close |

The first
day of the
week for
global,
project,
and
resource
calendars

2 The start day of the week affects how all days in a week are

displayed in profiles, spreadsheets, and other layouts in which

a weekly timescale can be displayed. For example, if

Wednesday is selected as the starting day of the week, the
week is displayed as WTFSSMT in an Activity Usage profile.
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Choose to require that all
resources report their hours on
a daily basis for each assigned

activity.

Timesheets Use the Timesheets tab to specify default setup options
when using Progress Reporter.

Mark to require that all new resources use —
timesheets, unless you specify otherwise.

Choose to require that all —FFiepors

Admin Preferences E
General | Entering Ti heat |
Mew resources uze timesheets by default r
P Eeport -
e el Progresz Reporter users enter timesheet hours |
Doata Limits
& Daily " By Reparting Period
1D Lengths
Time Periods imal digits for recording hours in timesheets 1 -l
z £ 3|
Eamedw./ Mumber of future timesheets Progress Reporter users are a0l
allowed to access =

resources report their hours as

LCurrency Ti hent A

pp | Level |

a single time value for each

Options

assigned activity in a
timesheet reporting period,

User Fields

' Auto Submission - Mo submission or approval iz required
' uto Approval - Automatically approve upon submission

regardless of the number of
days included in the timesheet

& 1 Approval Level - Resource manager approval required
" 2 Approval Levels - Project and resource managers approval required

Erajectmatagen must appraye Befarne resource manager i

Drefault rezource manager approving timeshests IS admin Primavera & l
| @ Cloze |

Help Wizard

E

The Timesheet Approval Level section contains the following options:

period.

]

]
For more information on ]
implementing Progress
Reporter, see the Primavera
Enterprise Administrator s
Guide.

]

Auto Submission — Choose to indicate that resource timesheets do not
need to be submitted or approved. Timesheet data are automatically
updated in the database when you apply actuals.

Auto Approval — Choose to indicate that resource timesheets do not
require management approval. Timesheets are approved automatically
when they are submitted.

1 Approval Level — Choose to indicate that resource timesheets
require approval by the resource/cost manager only. If you select this
option, the status of all submitted timesheets remains “Submitted”
until the approving manager changes the timesheet’s status. If you
previously required both project manager and resource/cost manager
approval, and you select this option, the status of all current timesheets
that have received one level of approval changes to “Approved.”

2 Approval Levels — Choose to indicate that resource timesheets
require approval by project and resource/cost managers. If you select
this option, the status of all submitted timesheets remains “Submitted”
until both managers approve the timesheet.
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m  Project Manager Must Approve Before Resource Manager — If
you choose 2 Approval Levels, mark to indicate that project managers
must approve timesheets before resource/cost managers.

m  Default Resource Manager Approving Timesheets — The name of
the manager who approves resource timesheets, unless you specify
otherwise. Click the Browse button to select a new manager.

Progress Reporter Use the Progress Reporter tab to define Progress
Reporter privileges for reporting hours.

The default number of days —
Progress Reporter users can
preview an activity before it starts

Admin Preferences E
General Default time window to access aclivities |
Timrdacts Mot-started activities [dayps] IEU |

>l
Completed activities [days] =]
Drata Limits &0 =3
D Lengths Privileges for logging hours on timesheets |
Time Periods
i i
E—— Log hours on future timeshests v
s Log hours on not-started activities v
LCurrency
Options Log hours on completed activities v
Lszer Fields L .
Log hours on activities before the activity start date v
Log hours on activities after the activity finizh date v

Help S Wizard

| @ Cloze |

The
default
number of
days
Progress
Reporter
users can
review an
activity
after it
ends
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Data limits Use the Data Limits tab to specify the maximum number of
levels for hierarchical structures. You can also specify the maximum
number of baselines and activity codes that can be included in a project.

The maximum combined number of hierarchy levels in the —
EPS and WBS: 1 is the lowest, and 50 is the highest.

Admin Preferences E

General Data Limits |
Timrdacts Specify the maximum number of levels for rees.
it izt EP5AWES tree maximurn levels
OBS tree maximum levels
3 1D Lengths
The maximum number of — T s Resources tree maximurn levels
hierarchy levels in these struc- -
tures: 1 is the lowest, and 25 js | | Eamned¥slue Ikela e mEE T [l
the higheSt- Beparts Cost Account tree masimum levels
C
S Activity Code tree maximum levels
. Options
The maximum number of — - Resource Code tree marimun levels
L . . . \%er Fields
activity codes in projects: 0 is : :
A Froject Code tree maximum levels
the lowest, and 500 is the
hlgheSt' \( M aximum activity codes per project
The maximum number of Maximum baselines per project
baselines in projects: 1 is the

lowest, and 50 is the highest.
Help S Wizard

@1 If you change maximum hierarchy level settings, the new
=| settings apply only when you add new elements or edit existing
elements.
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ID lengths Use the ID Lengths tab to specify the maximum number of
characters for IDs and codes.

The maximum number of characters in —
these IDs and codes: 1 is the lowest,
and 20 is the highest.

Admin Preferences E
General ID Lengths |
Imeszss Specifiy the maximum number of characters to allow for 1D fields at each|ree
Progreszz Reporter levvel
Drata Limits

Project 1D maimum characters m
=
Time Periods
WEBS Code maximum characters m
Earned Yalug ||
e Fezource |0 mazimum characters 10 ﬂ
-
LCurrency
DOptions Activity [D maximum characters m
>l
User Fields
Cost Account D mazimum characters m
=
Fiole |D maximum characters m
=

Help S Wizard | @ |

]
=)
@
@

@ If you change the maximum number of characters in an ID or
=| code, the new number applies only when you add new IDs/
codes or edit existing IDs/codes.
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Timeperiods Use the Time Periods tab to define the default number of
hours in a workday, workweek, workmonth, and workyear. P3e uses these
values as conversion factors when displaying the time units and duration
display formats you select. You can also specify abbreviations for
displaying minutes, hours, days, weeks, months, and years.

Valid entries range — — Valid entries range
from 1.0 to 168.0. from 1.0 to 744.0.
Admin Preferences E
General Hours per Time Period |
Valid entries range from Timrdacts Specify the number of work hour for each time period.
1.0 to 24.0. Pranress Reporter
Drata Limits 1 Hours/Day HoursMdeek Hours4Month Hours/Y'ear
1D Lengthe (B 400 1720 20000 Val/q
entries
Time Periods ran
Time Period Abbreviations | ange
Eamed Yalue from 1.0 to
e Specify the abbreviation for each time period. 8784.0.
LCurrency .
Minutes Hours Daps
o Options In Ih Id
P3e uses these abbreviations e
when displaying the time units — Weeks Morths Ve
and duration display formats Jw Jm v

you select. You can type a new
one-character abbreviation.

Help S Wizard | @ Cloze |
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Earned value Use the Earned Value tab to specify default settings for
calculating earned value. You can change the settings for specific WBS
elements in the Earned Value tab in Work Breakdown Structure Details.

Admin Preferences E
. General Trvelosd - - q
For details about the fields : BIDIECHERD when computing value |
on the Earned Value tab, I et ¥ Includs Expenses
see the Revimving Work Progress Beporter
> 7 rLCTUTES Techni for puting perf p t pl
Breakdown Structures Data Limits |
chapter.
ID Lengths * Activity percent complete = 50/50
Time Periods = WES Milestones percent complete Custom percent complete IB ﬁ
0400
Beports
Currency Technique for computing ETC |
Options & ETLC = remaining cost for activity,
User Fields ar
ETC = PF * [BALC - BCWF], where:
CFF=1 " PF =1/CPl *SPI)
" PF=1/CFI PF= 0.88
Help | S Wizard | @ Cloze |
Reports Use the Reports tab to define up to three sets of headers,
footers, and custom labels for reports.
Admin Preferences E
Choose to define a set that —_| Heiee] Report Headers and Footers |
consists of a header, footer, wts Specify three sets of header, footer, and custom labels to place on application
and custom text label... Progress Repentey| | &R0,
...then specify the custom Data Limits " Second Set C Thid 59‘)
text for that set's header, \W
footer, and custom label. N dods N Header Label 1
Eame}‘@lue \|Header 1
Beports
T Footer Label 1
— ][c:] Primavera Systems, Inc.
Options
User Fields

Custom Label 1
IUser “ariable 1

Help S Wizard | @ Cloze |
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Currency Use the Currency tab to define the default currency type and
corresponding symbols and formats used to display currency in P3e.

You can include/exclude —

Currency Options |

the currency symbol and

. L ) Timeshests .
decimal dIgItS using the $ = Universal currency symbol
3 Progreszz Reporter
Currency tab in the User ol —
. Drata Limit i T ollar
Preferences dialog box. 7o e uriency Typs I
1D Lengths
- - Currency sprmbaol |$
Time Periods
Earmed Value Decimal symbol I R - l
Beports

Mumber of decimal places |2 'l
Dptions »

Positive curmency format I 'l
User Fields

Megative curmrency format I 'l
Diigit grouping symbol I 'l

Help | S Wizard | @ Cloze |

Options Use the Options tab to specify the time interval to which cost
and quantity summaries should be calculated for resource and activity

spreadsheet displays.
The time interval to which Admin Preferences [x]
activity costs and qua'ntn‘/e.s el — : i E
should be summarized in : Specify the to ] e D |
spreadsheets iz \|—_,
Progreszz Reporter WES Level ‘Wesk T
P ; D ata Limit
The time interval to which L @esourcex’ﬂole Aszzignment Level IWeek j)
resource/role assignment ID Lengths
cost and quantity amounts Time Periods
should be summarized in R
spreadsheets
Beports
LCurrency
User Fields

Help S Wizard | @ Cloze |
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The data type to which the user
fields can be assigned in P3e;
for example, assign a planned

start date that applies to one or
more activities to the Activities

area.

The available customizable

User fields Use the User Fields tab to set up your own fields in P3e.
Assign these custom fields to projects, WBS elements, resources, activ-
ities, and resource assignments to expand the information available for
tracking data. For example, create additional activity fields such as fabri-
cation dates and management reserve, and add resource/cost fields, such as
income and escrow accounts.

The user-defined titles for the —
custom fields.

fields for the selected data type

Admin Preferences E
e User Field Titles |
I""es\hEEtS Specify titles for user-definable fields. Select a subject area and edit the

user-defined title for each figld.
Progreszs Beporter
[t L Select Subject Area
|Activities = [
1D Lengths
——— Default Title | User-defined Title -
ime Periods
Z uzer_number] SkU Mumber
Ezmediishe uzer_number? Badge Mumber
Reports uzer_number3 Beeper
uzer_numberd Company Phone
Currency uzer_start_datel Flanned Start
Dptions user_start_date2 Fabrication Start _I
Wser s uzer_text] uzer_text]
uzer_text? uzer_text?
uzer_text3 uzer_text3
uzer_textd uzer_textd
uzer_texts uzer_texts / _ILI
3

Help | S Wizard | @ Cloze |

Once you create user-defined fields, you can display them in columns for

the appropriate subject. For example, the available columns in the Activ-

ities window include the user-defined fields you customize for activities.
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Defining Standard Categories and Values

For more information about
baselines, see the Managing
Baselines chapter.

Use the Admin Categories dialog box to define standard categories and
values that you can apply to all projects. Choose Admin, Admin
Categories.

Baseline types Use the Baseline Types tab to create, edit, and delete
baseline types. Baseline types enable you to categorize and standardize
baselines across projects. To change the name of a baseline type, double-
click it, then type a new name. P3e applies the change to all projects to
which the baseline is assigned.

Admin Categories E
lﬁﬂﬁasellne Types Baseline Types |
Expense Categories | . Display: Bazeline Types | O Add
Iy Project Phase Baseling Type =

itial Planning B aseline X Delete
B Demument Exfemar Initial FI:nrm; Bazeline .
“EB Customer Sign-0Ff Bazeline - Shit
ift Ly
[E] Document Status “EB Management Sign-0ff Baszeline P
1 Overhead Codes “EB Mid Project Statuz Bazeline w  Shift down

Rk T “EB what-if Project Plan Bazeline
[ Risk Types

@ Motebook Topics

Help | = Cloze

2 Click the Shift Up/Shift Down buttons to move the selected

=| category/type to a higher/lower position in the display. This
changes the order in which the categories/types are listed when
you assign them in P3e. These buttons are available only when
the list is not sorted alphabetically.
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For more information about
expenses, see the Working
with Cost Accounts and
Project Expenses chapter.

For more information about
the WBS, see the Reviewing
Work Breakdown Structures
chapter.

Expense categories Use the Expense Categories tab to create, edit,
and delete expense categories. Expense categories can be used to
categorize and standardize project expenses, and to organize and maintain
your expense information. To change an expense category, double-click it,
then type a new name. P3e applies the change to all projects to which the
expense item is assigned.

Admin Categories E
“Eﬂﬁaseline Types | E Categories |

Enpense Categories | | . Display: Expense Categories | | Add

Expensze Category
Administration X Delete

Trip E

Tip xPenses - Shift up
Consulting

Hardware w  Shift down

Iy Project Phase

[Z] Document Categarie

[Z] Document Status

1 Overhead Codes

- Software
P Risk Types Faciliies
@ Motebook Topics Legal & Professional

M aterials
Training

M anufacturing
| Shipping

Help | = Cloze |

WBS custom category Use the third tab on the Admin Categories
dialog box to define a custom WBS category and category values. The tab
displays the name you define. To change the category name, click in the
field in the top right, then type a new name. Use this category to organize,
filter, and report WBS information in all projects. To change a category
value, double-click it, then type a new name. P3e applies the change to all
projects to which the WBS item is assigned.

@ If you change the WBS category, P3e does not change any of
= the category’s values or value assignments.
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Admin Categories E
T Baseine Types WES Category [Froiect Phase |
] Evpense Categories | . Display: WEBS Categories | Add
% Froject Phase Category Value ;I
- b4 Delete

[Z] Document Categarie

By OnLine :
[Z] Document Status Ty Sales - Shift up
1 Overhead Codes % Pratotyping w  Shift down

- By Fequiremerts Defirition
i Bisk Types g Pre-Shutdown
@ Motebook Topics % Project Planning
I Shutdowr

I Implemeritation

Wy Testing
By Marufacturing
By Pack and Ship

I Irstallation and Test -
4 3

Help | = Cloze |

Document categories Reference documents usually refer to standards
and guidelines. Use the Document Categories tab to set up categories for
reference documents, then assign these categories to documents in the
Reference Documents window and activities in the Ref Docs tab of Activ-
ities Details. To change a document category, double-click it, then type a
new name. P3e applies the change to all projects to which the document is
assigned.

Admin Categories E
“Eﬂﬁaseline Types
E=penze Categories

Document Categories |

| ~ Digplay: Document Categories | | Add
% Froject Phase Category =

= > Delete
[Z] General Documents ;

[=] Document Status [E] Purchase Orders I Sl v

1 Overhead Codes =l Project Specifications w  Shift down

B[ Risk Types
@ Motebook Topics

Help | = Cloze
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For more information about
reference documents, see the
Maintaining a Project’s
Document Library chapter.

For more information about
Progress Reporter, see the
Defining Resources and Roles
chapter.

Document status Use the Document Status tab to create, edit, and
delete document status types. Status types identify the current status of
reference documents within a project. Use them to determine which
documents can be assigned to activities or WBS elements. To change a
status type, double-click it, then type a new name. P3e applies the change
to all projects to which the document is assigned.

Admin Categories E
T Baselne Types Document Status Codes |
Expense Categories | . Display: Document Status Codes | | Add
Iy Project Phase

Status Code =

Mot Started X Delete

[Z] Document Categarie

[l InProgress :
[Z] Document Status [El Urder Review e Shift up
1 Overhead Codes =l Completed w  Shift down
- [El OnHald
B[ Risk Types
@ Motebook Topics

| = Cloze

Overhead codes Use the Overhead Codes tab to create, edit, and
delete overhead activity codes for Progress Reporter users. Progress

Reporter users add overhead activities to their timesheets to log timesheet
hours that are not associated with project activities. To change a code,

double-click it, then type a new name. P3e applies the change to all

projects in which the code is assigned.
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For more information about
risks, see the Managing Risks
chapter.

Admin Categories E

“Eﬂﬁaseline Types

il Expensze Categories

Iy Project Phase

[Z] Document Categarie

[Z] Document Status

1 Overhead Codes

B[ Risk Types
@ Motebook Topics

D Add

Overhead Codes

. Display: Overhead Codes
0OH Code = | Overhead Description
= GEA General & Accounting
= VAL W acation
= SICk Sick Leave
= COH Corporate Overhead
= JURY Jury Duty
= FERS Perzonal Time

> Delete

e Shift up
w  Shift down

| = Cloze |

Risk types Use the Risk Types tab to create, edit, and delete risk types,

or categories of possible risks. Risk types allow you to classify and
standardize risks across projects. To change a risk type, double-click it,

then type a new name. P3e applies the change to all projects in which the

risk is assigned.

Admin Categories E

“Eﬂﬁaseline Types

E=penze Categories

Iy Project Phase

[Z] Document Categarie

Risk Types

| . Display: Risk Types

D Add

Rizk Type

Mew Requirements
(] Material: Shortage

[Z] Document Status

1 Overhead Codes

@ Motebook Topics

=[] Labor Shortage

(] Froject Factilities

P[] Fesource Management
(] Fequirement Changes
P[] Schedule Constraints
] Support & Funding

] System Performance
(] Technology Integration
[ W eather

> Delete

e Shift up
w  Shift down

| = Cloze




46 Part 1: Overview and Configuration

For more information about
activity notes, see the
Working with Activities
chapter.

Notebook topics Use the Notebook Topics tab to create, edit, and
delete notebook topics. Notebooks topics typically consist of instructions
or descriptions for performing an activity. Examples include Purpose,
Entry Criteria, Tools and Techniques, and Exit Criteria. To change a
notebook topic, double-click it, then type a new name. P3e applies the
change to all projects in which the notebook is assigned.

Admin Categories E
“Eﬂﬁaseline Types [ |

Expense Categories . Display: Motebook Topics | | Add

e
p=
£
o
w0
-
=8
4

Iy Project Phase

Motebook Topic

0 1 [Purpose ] ] Iv] v > Delete
[Z] Document Categarie IE E <timation - r 5 5 :
[El Document Status [ Fieview Comments |l |l = = w
1 Overhead Codes [ Erity Criteria r r = = ¥ Shift down
__ [ Core Requirements |l = = =
Pl Hisk Types B P3ectvivloginte T | [ [ | W
[ Verification / Valida.. T Il = I~
@ Toolz / Techniques [l - - v
[ Metrics |l Il = I~
[E5? Exit Criteria = = = =

Help | = Cloze
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Setting Up User Preferences

L
In this chapter:

In P3e you can tailor certain options to fit your

specific needs. For example, the format for

Formatting Time and Units
Formatting Dates and Time

Showing/Hiding Currency and
Decimals

Setting Mail Preferences

Implementing Wizards and
Project Management SAM

Setting Startup Options and
Creating a Log of P3e Tasks

Changing Your Password

Setting Profile and Spreadsheet
Data Options

displaying time units and dates, specify
whether to show the currency symbol and
decimal digits in cost displays, indicate how
you want to transfer information to and from e-
mail installations of P3e, set startup display
preferences, and specify whether you want P3e
to use the latest calculated summarized data or
the most current data in activity/resource

spreadsheets and profiles.

This chapter describes how to set these options

on the User Preferences dialog box in P3e.
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Formatting Time and Units

want to use as the default
unit for displaying time and

Time unit settings affect how P3e displays time and unit values in tracking
layouts, activity durations, resource prices, availability, and work efforts.
Choose Edit, User Preferences, then click the Time Units tab.

User Preferences E
Time Unit Formats |
Dates Specify the format for displaying time units.
LCurrency
E Ml & Time Units Example |4Dh 30.00n
Azsistance .
= = Durations Example |1D.1d
Application = =
Faormat Time Lnits |
Password
- Units Sub-units Decimals
Besource Analyzis ’ ¥ Minutes |2 LI Ifyou select no
/’ deCImals’

Select the time interval you Units/Time Format | §Iuratlons do no t_
Hesourcg Units/Time can be shown az a percentage or as units include SUbUHIfS,
per duration for example, 1.5d
{* Show as a percentage [507%) is displayed as 1d.

calculation results in P3e.

= Show as units/duration [4h/d)

Help | = Cloze |

Set time unit options Choose Time Units to display units and subunits
separately, for example, 8h 30.00n for eight hours and 30 minutes. Choose
Durations to use decimals to represent subunits in duration displays, for
example, 1.5d for one-and-one-half days.

Mark the Sub-Units checkbox to include the next smallest time interval for
the Units selected; the field name changes accordingly. For example, if
you select Hour in the Units field, the Sub-Units field displays Minutes.
You can also select the number of decimal places you want to include in
time unit displays throughout P3e.

In the Units/Time Format section, choose to show resource units per time
as percentages or as units per duration. Your choice determines how rates
are displayed. For example, 4h/d is the same as 50% of a day.
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Formatting Dates and Time

Choose Edit, User Preferences, then click the Dates tab to specify how P3e
displays dates and time.

User Preferences E

Time Units 5
Date Format Options |

' Manth, Day, Year

A-digit year r
Currency * Day, Month, rear
E-Mail = “ear, Maonth, Day Loghnans M
Assistance Leading zeroes v
Application Time Separator m
Pazaword = 12 howr [1:30 PM)

Resource Analyzis & 24 hour [13:30)

= Don't show time

¥ Show minutes

Sample

Displays an example of |31 Map-00 1241
your format preferences

Help | = Cloze |

Specify date and time formats Choose the date format you want to
use, then mark the applicable checkboxes in the Options area to indicate
how the selected date format should appear. In the Separator field, select
the character P3e uses to separate days, months, and years.

Use the Time section to choose the format for time displays. If you choose
the 12- or 24-hour option, you can also mark the Show Minutes checkbox
to include minutes in hourly displays.
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Showing/Hiding Currency and Decimals

Choose Edit, User Preferences, then click the Currency tab to specify
whether you want to show or hide the currency symbol and/or decimal
values in cost values. (The default currency symbol and number of
decimal places is selected in the Currency tab of the Admin Preferences

dialog box.)

User Preferences

Mark to include the

symbol used for the
currency type.

Time Units

Dates

=

E-Mail

Agsistance

Application

Password

Besource Analyzis

Vi

Cul/ency Options

Ié Shaw currency syrmbol [$]

¥ Show decimal digits (100.21]

Help

=

Cloze

Mark to show
decimal values
for costs.
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Setting Mail Preferences

Not needed for am—(

Internet mail

This is typically the
project administrator’s
address.

If a Mail and Fax icon is not
available in Control Panel
on your workstation,
double-click the Add/
Remove Programs icon,
click the Windows NT
Setup tab, and mark the
Windows Messaging
checkbox.

Choose Edit, User Preferences, then click the E-Mail tab to configure P3e
to transfer information to and from e-mail installations of P3e.

User Preferences E

Time Units =

E-mail Protocol |
Dat ) ; s ;
S Specify the mail pratocol for application e-mail
LCurrency :

E-mail Protacal IMAPl vl
E-Mail
p— Mail Server Login |
oot Frafile Mame
1y -

Application |adm|n

B Password | )

Mail Configuration

Besource Analyzis

[Wutgoiag b el Sempen SR TE]
outgoing. server.com

Uszer E-mail Address
I dmin{&acme. com

Help | @

Cloze |

Configure mail settings P3e supports both MAPI (Messaging Appli-
cation Interface) and SMTP (Internet) for sending issues to P3e users via
e-mail. Select the applicable protocol for your mail system in the E-Mail
Protocol field. When using SMTP, select Internet. If you are using MAPI
as the protocol, type the profile name in the Mail Login Name/Profile
Name field. The profile name is set in Control Panel in the Mail Settings
dialog box (accessible from the Mail and Fax icon) on the workstation
running P3e. Click Password to enter the password to the MAPI profile.

In the Outgoing Mail Server (SMTP) field, type either the fully qualified
domain name of the Internet mail server or its IP address. In the User E-
Mail Address field, type the Internet mail address for the P3e user from
whom the mail will be sent. If you have a MAPI configuration, clear the
Outgoing Mail Server (SMTP) field, and type the Microsoft Exchange e-
mail address of the person sending the e-mail notification in the User E-
Mail Address field.
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Implementing Wizards and Project Management SAM

To discontinue a wizard’s
use, you can either clear
the checkbox in this
dialog box or mark the Do
Not Show This Wizard
Again checkbox in the
wizard dialog box . To
enable a wizard for future
sessions, mark the appli-
cable checkbox again in
the Assistance tab of the
User Preferences dialog
box.

Choose Edit, User Preferences, then click the Assistance tab to enable use
of wizards when adding resources and activities, and to include the SAM
character in dialogs and wizards.

User Preferences =
Time Units Wizards |

Dates ‘wiould you like to use wizards when adding new activities and

Tesources?

LCurrency

E-tdail

=

Application Hse New Resauree izard L If you clear one or

Uge Mew Activity ‘Wizard both checkboxes
and add a new
resource or activity,
you will need to use
the current layout to
add the information.

=

Password

Besource Analyzis

Project Management SAM |

Froject kanagement SAM is your companion when perfarming
tasks throughout the application.

Usze Project Management SAkd r

Help | = Cloze |

Set P3e assistance options Wizards guide you through the steps
necessary to complete a function. Once you feel comfortable adding
resources and activities, you may not need to use them. Mark the check-
boxes in the Wizards section to instruct P3e to automatically display the
New Resource Wizard when you add a new resource, and the New
Activity Wizard when you add a new activity.

Mark the Use Project Management SAM checkbox to display a pictorial
character named SAM in wizards and dialog boxes in P3e. You can select
the character you want to use for SAM by choosing Edit, Project
Management Sam.
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Setting Startup Options and Creating a Log of P3e

Tasks

Choose Edit, User Preferences, then click the Application tab to establish
the default window and dialog box displayed when you start P3e. You can
also configure P3e to record the actions you perform in the application to a
log file.

User Preferences E
Time Units Startup Window |

Dates L .
— Application Startup 'Window

Currency (THome =D Make your selection
E-Mail based on the area
psistance Shows the |zzue Mavigator dialog at startup - of P3e in which you

work most often;
you can change this
setting as your
requirements
change.

Show the “Welcome dialog at startup v

Password

Resource Analysis Application Log File |

‘wiite trace of internal functions to log file [~ Mark to automati-
cally create a log
file called
ERRORS.LOG

each time you work
Help | @ Cloge | in P3e.

Set startup and log file options Select the window to display each
time you start P3e. Select Home if your work varies each day; the Home
workspace enables you to select the applicable window or layout for each
session with P3e.

You can also indicate whether to display the Issue Navigator dialog box,
which contains outstanding issues that P3e generates based on your preset
thresholds, and the Welcome dialog box, which enables you to choose to
create a new project, open an existing project, open the last project opened
in your previous P3e session, or display global/enterprise data only.

L:c“j Primavera recommends that you use the log file only with the
=| assistance of Primavera Customer Support staff.
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Changing Your Password

Choose Edit, User Preferences, then click the Password tab to change your
current password for starting P3e. Click Password, then type a new
password. Retype the new password to verify it, and click OK.

User Preferences E

Time Units User Password |

Dates Click the 'Password' button to change your current application
password,

LCurrency

E-Mail
B Password

Agsistance

Application

Besource Analyzis

Help | = Cloze
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Setting Profile and Spreadsheet Data Options

If you do not choose Show
All Projects, P3e displays
profile/spreadsheet and
tracking data from open
projects only, and the data
are live rather than
summarized.

Choose Edit, User Preferences, then click the Resource Analysis tab to
choose the project data P3e uses when displaying and summarizing
remaining units and costs in resource spreadsheets, profiles, and tracking
layouts. You can also choose whether you want P3e to use remaining or
forecast start and finish dates to display resource units and cost values for
resource spreadsheets, profiles, and tracking layouts.

User Preferences E
Time Units All Projects |
Dates

‘when All Projects are shown in the Resource Usage Profile and
Spreadsheet, all opened projects are included as well as the

e closed projects specified below.

E-tdail . L

— i+ All closed projects [except what-if projects]
Agsistance

= All closed projects with a leveling priority

Application equal/higher than ID ﬁ

Password = Open projects only

Time-Distril d Data

In the Resource Uzage Profile and Spreadsheet, display
time-distributed data uzing

" Remaining dates

& Forecast dates

Interval for time-distributed resource caloulations: IHour 'l
Help | @ Cloze |

Choose “All Projects” data and display dates for resource
profile, spreadsheet, and tracking values If you choose Show All
Projects from the Display Options bar in a resource profile or spreadsheet,
you can specify whether to include data from open and closed projects, or
only the projects currently open in P3e when calculating remaining units
and costs. (Closed projects are any projects in the enterprise project
structure (EPS) that are not currently open in P3e.)

m  To include live data from all open projects and stored summary data
from all closed projects (excluding those with a What-If status),
choose All Closed Projects (Except What-If Projects).
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@ Summarized data are available only when projects have been

=| summarized in P3e. To summarize data, choose Tools,
Summarize then select to summarize Open P3e Projects in the
current view, All P3e Projects in the EPS (both open and
closed), or Summary Only Projects (those projects for which
the Contains Summarized Data Only checkbox is marked in the
Project Details Settings tab).

m  To include live data from all open projects and stored summary data
from all closed projects with a specific leveling priority, choose
Closed Projects with Leveling Priority Equal/Higher Than, and enter
the leveling priority you want to use. (Specify the leveling priority per
project in the General tab of the Projects window.) P3e uses this value
to consider applicable external projects’ (those not included in the
current layout) when deducting from resource availability immedi-
ately during leveling.

m  To not include resource data from external (closed) projects in the
remaining units and cost values for resource profiles/spreadsheets and
tracking layouts, choose Open Projects Only.

In the Time-Distributed section of the Resource Analysis tab, choose a
starting point for calculating remaining units and costs for resource
profiles and spreadsheet displays and in tracking layouts. To focus on the
current remaining estimate, choose Remaining Dates. To focus on values
calculated from a forecast date set by moving the project bar forward to a
“what-if date” in Portfolio Analyst, choose Forecast Dates. Also select the
interval at which live resource and cost calculations are performed for
resource profiles and spreadsheet displays and in tracking layouts—hour,
day, week, or month. Profiles, spreadsheets, and layouts are only affected
if their timescale interval is set lower than the interval set in the Interval
for Time-Distributed Resource Calculations field. This interval is also
used by P3e to summarize all costs assigned to resources, and to
summarize resource units and costs assigned to activities.
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Structuring Projects

In this part: Setting Up the Enterprise Project
Structure

Setting Up the Organizational
Breakdown Structure

Defining Resources and Roles
Reviewing Work Breakdown Structures
Defining Budgets

Establishing Project Codes

Creating Calendars



ﬂis part describes how to start planning and creating
projects. The first four chapters explain how to structure
and add projects to the hierarchy; establish the managers
directly responsible for projects and the users associated
with them throughout the enterprise; set up project
resources and roles; and use the work breakdown structure
(WBS) to plan and manage project information.
Subsequent chapters explain how to set up project
budgets, funding sources, and spending plans; track and
analyze variance as projects progress; and define project
codes and assign values to project information so you can
organize it in different ways in the enterprise. Once your
project structures are set up, you can define the calendars

that determine when work can and cannot occur.
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Setting Up the Enterprise Project

Structure

|
In this chapter

Enterprise Project Structure
Overview

Setting Up the Enterprise Project
Structure

Adding a New Project to the
Enterprise Project Structure

Working With the Enterprise
Project Structure

Defining EPS Details

This chapter describes how to define the enter-
prise project structure (EPS) that will be used
to organize and manage the projects in your
organization. In addition, it explains how
develop, create, and add projects to the EPS,

and define project attributes.
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Enterprise Project Structure Overview

Use the Admin Prefer-
ences, Data Limits tab to
specify the maximum
number of EPS levels you
can define. P3e allows as
many as 50 combined
EPS/WBS levels.

This EPS shows the
Engineering Projects node,
which is further divided into
nodes that contain projects

corresponding to the types of
engineering.

Typically, users in an enterprise will have access to a large database that
contains all the projects and related information for their company. The
information this database contains must be structured in a way that allows
individuals to access the project data they need, quickly and accurately. In
addition, users must be able to review project data at the level appropriate
for their role in the enterprise and the specific questions they need to
answer.

In P3e, your database of projects is arranged in a hierarchy called the
enterprise project structure (EPS). The EPS can be subdivided into as
many levels or nodes as needed to parallel work in the enterprise. Nodes at
the highest, or root, level might represent divisions within your company,
project phases, site locations, or other major groupings that meet the needs
of your organization, while projects always represent the lowest level of
the hierarchy. Every project in the enterprise must be included in an EPS
node.

The number of EPS levels and their structure depend on the scope of your
projects and how you want to summarize data. For example, you may
want to define increasingly lower levels of EPS nodes, similar to an
outline, to represent broad areas of work that expand into more detailed
projects. In the following example, the Engineering group EPS node
includes a lower-level node called Electrical Design. This node contains
the projects that constitute electrical engineering, such as Improved
Generator Design and Redesign Wiring Harnesses. You can specify as
many projects as necessary to complete the required work and fulfill the
scope set forth by operations executives and program managers in your
organization.

A

- 'k Engineering Engineering Projects

=] <+ Electrical Electrical Design
23 Generator Improved Generator Design
3 Wiring Redesign ‘Wirng Harneszes

= < Mechanical Mechanical Design
3 Sprinklers Sprinkler Spztem - Headquarters Bldg.
29 HVALC HWAL - New Controls

-] < Maintenance Maintenance L — A project is the
29 Portland Partland Subsztation Rehab lowest level in the
3 Phoenis Phoenix Plant - April Shutdown EPS.
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Multiple levels enable you to manage projects separately while retaining
the ability to roll up and summarize data to higher levels. For example,
you can summarize information up to each node in the EPS. Conversely,
top-down budgeting can be performed from higher-level EPS nodes down
through their lower-level projects for cost control.

Ideally, one person or group controls the EPS across the enterprise. The
project controls coordinator creates the hierarchical structure that
identifies the company-wide projects. The coordinator works with the
project manager in each area of the enterprise to define basic project infor-
mation for each group and to develop standards before any projects are
added. The following diagram is a simplified representation of responsi-
bilities and projects within a hierarchy.

Review Performance
in Primavision and
Portfolio Analyst

Operations Executive
and Program Manager

High-level
EPS node Project Controls Coordinator
L Lower-level .
EPS node Project Manager and
Resource/Cost Manager

(Projpet | Team Loacer

Team Members —(Progress Reporter

Move around in the EPS When you first start P3e, click Open
Existing on the Welcome dialog box, or choose File, Open, from within
P3e. EPS nodes that contain other nodes and projects are identified by a
pyramid icon. A + symbol indicates that more nodes or projects are rolled
up beneath the selected node. Click + or double-click the node to display
additional levels in the hierarchy.
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i Dpen Project E

v 0K
Hydra Corporation Active

| @ Cancel
= /b Construction Construction Group Active

23 Auto Automated System Active o= Uszers...

23 Conw Corveyor System Active
239 Bldg Office Building Addition Active
[Manufacturi...| Manufacturing ... Active
Electronics Elecronics Active
(=) Hydraulics Hydraulics Division
E 4 Custom Custom Manufacturing Active
Indicates that this level is = 4 Colonel1 Col Motors Projects
expanded. Click the + to 23 Colonel2 Colonel Motars Projects
expand the item,' CIiCk the = 4 Elk-1 Projects for John Elk Tr... Active
-to collapse it. ‘3 Elk Customer: John Elk Tractors  Active
2 4 Milliped.. Projects for Millipede Tr... Active
A@ Milipede Customer: Milipede Tractors  Active
& 4 Motion-1__ Projects for Motion Syst... Active

. Display: Projects
EPS |D/ 'WES Code

'WwHS Status

Root level of the enter- —
prise project structure

Indicates that this node Help
contains more rolled up

nodes or projects

Active

Active

Identifies a project, the
lowest level of the
hierarchy

Access Mode |

= Exclusive * Shared " Read Only

Select the EPS node or project you want to open in P3e, then click OK. To
view the EPS structure, click Projects from the Home workspace.
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Click Projects to display the
enterprise project structure.

You can group and sort by
any defined project code; click
the Display Options bar, then
choose Group and Sort to
select a code.

The Colonel Motors project
was opened from the Open
Project dialog box; this project
is located under the Custom
Projects node in the EPS.

[ Primavera Project Planner for the Enterprise: Conv, Bldg, Auto, Colonel, Millipede, Elk, Motion, Bohimia C, Bohimia M, Bohimi... [BIJE] E3

Eile Edit Miew Project Epterpise Tools Admin Help

Home 4 » @ 5P @

Back Farvard Hime Dir Help

Enterpiise Data

of i

Resources

Projects

lasspity”

Tracking

File Edt View Project Enterpise Tools Admin Help

i 4 & ik
PrOJeCtS Geck Foward  Home Di. Help
& B2 6 YY)
~ Display: Projscts 0O Add ‘
EPS 1D/ Project ID EPS Name/Project Name - 1933 x
T dun [ Jul [Bug|5ep | 0t [Nov]Dec | Jan [Feb [Mar [ [Mar § e
= b Facilities Capital Construction & Cut
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If you converted projects from an earlier version of Primavera
Project Planner (P3) or SureTrak Project Manager, P3e
displays the project groups and member projects in the EPS
as a two-level hierarchy showing the project group as the EPS
node, and the member projects as projects of the node.

Other project structures P3e uses a similar structure for other project
data, such as the organizational breakdown structure (OBS), the work
breakdown structure (WBS), resources, and project codes. These data
correspond directly with the various levels of the EPS to denote logical
and meaningful divisions in the enterprise.
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For more information about
the OBS hierarchy, see the
Setting Up the Organiza-
tional Breakdown Structure
chapter.

Each level of the OBS is
associated with a level of
the EPS hierarchy,
whether it be a node or a
project.

Work breakdown structure Each project has its own WBS, which
shows the hierarchy of products and services produced during and by a
project. The summary rollup of the highest WBS level is equal to that of
the project level in the EPS. This effectively extends the EPS hierarchy
down to the activity level in the EPS, as shown in the following example.

% EPS Node

Projeet Both EPS and
WBS nodes can be
A WES Node assigned dates
and budgets—
essential elements

for top-down
| planning.

Organizational breakdown structure User access and privileges to
nodes within the EPS hierarchy are implemented through a global OBS
that represents the management responsible for the projects in the EPS.
Each manager in the OBS is associated with his or her area of the EPS,
either by node or by project, and the WBS of the particular level of the
hierarchy.

i Organizational Breakdown Structure [ ]
= Digplay: OBS @ Cloge |
085 Name = I=
B-TE [Hydra Corporation _I 0 Add

E‘% Tim Evans
- BB Andy Mason 7< Del /Merge

----- % T.om MI"S. ¥ P
o % Linda Hariz
| Meg Foley Copy
- % Joe Molan
E‘% M anufacturing Admin LI ﬁ EEse
: e
................. General | Users Bespansiility =

OBS Mame

IHydra Carparation w

OBS Description

A [EE

[ulhl
I
i
il
I
[2:]

rrr
rrr
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Resources Resources are the personnel and equipment that perform the
work across all projects. In P3¢, you can set up a resource hierarchy that
reflects your organization’s resource structure and supports the
assignment of resources to activities.

I Primavera Project Planner for the Enterprise: Conv, Bldg, Auto, Millipede, Elk, Motion, Spec-1, Bohimia C, Bohimia M, Eohimia...
File Edt View Project Enterpise Tools Admin Help

4 > A +*
Reso u rCeS Back Farward Home Dir. Help
[ Displegy Al Amsounces O
Resource D « | Resource Name Default Urits / Time|  Budgsted Cost Actual Units | Remairing Urits[« ||~ 3
= y
ary Van Buren 3 3
aﬂ MvEB Mary Van Bl 100 $5.120.00 48h 1056k
aﬂ Review Design Review 100 $1.280.00 Ok 2096k
aﬂ RH Robert Hamison 100% $1.120.00 Ok 1056k E
& ~
aﬂ Al Andy Jackson 100 $33,600.00 212h10.00n 3013k 20.00n -
Design Design 100 $2.400.00 Ok 1080k
4
S John Adams 100% $26,371.76 1917h 1.18n 1418k 40.94n
»
aﬂ JF Joe Ford 100% $0.00 430k 0.12n 3h 23.83n
aﬂ JT Jeff Truman 100% $0.00 Ok 1249k 20.00n
aﬂ A Trudy Agriue 100 $0.00 Ok 241h 40.00n
2,10 TedDole 100% 3000 0 id
General | Codes | Details | Units & Prices | Foles | Notes [ Progiess Reporter |
Labor Classification | [ Profie |
Calendar
3 1 " Lah ™ Monlab Standard 5 Day Workweek
For more information about abot orlabar i3 Standrd s Day Workwesk ]
the resource hierarchy, see Ovarine | | Defautni / Tine

. 100%
the Defining Resources and Dverlme Factor

R ) l s Ch apt er. [ Overtime Allowed W #uto Computs Actuats

™ Calculate costs from units

il [User admin [Dat date: 05Jun00 0000 [Acosss Mode: Shared [Baseline: Curent Project

Project codes Project codes are another way to group and sort projects
in the enterprise. When you have many projects in the hierarchy, codes
enable consolidation and/or filtering of potentially vast amounts of infor-
mation located in different areas of the enterprise.
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I Primavera Project Planner for the Enterprise: Conv, Bldg, Auto, Millipede, Elk, Motion, Spec-1, Bohimia C, Echimia M, Bchimia... I[E] B3
File Edt View Project Enterpise Tools Admin Help

When you open a high-level —
EPS node, you can organize
the layout by project code to

quickly see only projects
assigned to that code.

i 4 > R
Frojects Gack  Fowad  Homs Dt Help
= i ® G L

~ Display: Projscts 0O Add
Froduct/ Prgject ID EPS Name/Pioject Name = [ 2000 = | =

o [ | Jar [Fob] Miar | &gt [May]dun | Jul [Aug]Sep]0at N, L Delele

|| o Hvdra T Product: Hy % Cut

423 Colonel2 Colonel Maters Frojects 05-5ep-00

22 Millpeds Customer Milipede Trastors | Copy

239 Spec- Hydraulics to $pecifications 26-Jul-00 0%:00
=3 Product: Elect Electronics
= Mallard Manufacturing
23 RC Fussell Compulers
=i No Product

ek Customer Jahn Elk Tractors | 1ot9 08,00
3 Motion Custamer: Motion Systems | B Faste
I

23 Auto Automated Spstem 14-Jul-00 00:00
2 Conv Conveyor Spstem

31 Generator Improved Generator Design

21 Wiiing Redesign Wiing Hamesses

2 Sprinklers Sprinkler System - Headquarte

2 HYAC HWVAL - New Controls

23 Portland Portland Substation Fiehab
23 Phoenix Phoerix Plant - April Shutdowr
23 Bohimia C Eohimia Nuclear Power Plant b [} 00:00
0 113Dec9316:00

22 Monis © Mount Morris Capital Projects
Py N Pt Pt b P A0 8 1N 83 160 =
3 4 3

il [User admin [Dats date: 27-5ep93 00,00 _ |Aoosss Mode: Shared [

For more information about
summarizing data, see the
Summarizing Projects
chapter.

Summarizing Projects

You can view summary data for all projects in the enterprise in the
Projects window in P3e and in Portfolio Analyst. P3e enables you to
summarize data at regularly scheduled intervals or on demand, using the
Tools, Summarize command. Summarize data to obtain a broad overview
of project information and to display project data more quickly.
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Setting Up the Enterprise Project Structure

This dialog box presents a
high-level picture of your
EPS, enabling you to set up
appropriate divisions of
information in the enterprise.

You must specify a respon-
sible manager for each node
in the EPS to enable security

rights and privileges; P3e
uses the OBS root as the
default for all nodes if you

don’t provide one.

To establish the EPS nodes that will contain your enterprise projects,
choose Enterprise, Enterprise Project Structure.

i Enterprize Project Structure [EPS] E
. Display: EPS ’?ﬁl Claze I
EF5 ID =|EPS Name | ]
EO Hydra Hydra Corporation _I | Add
----- < Construction Construction Group
— I anufacturing Manufacturing Division X Delete
----- < Electionics Elecronics é{) Cut
= (} Hydraulics Hydraulics Division
EO Custom Custom Manufacturing Copy
b Colonel1 Col Motors Projects
- Projects for John Elk Tractors [ = FRaste
Projects for Milipede Tractors ~
; Projects for Maotion Spstems 4 - »
< Specs Manufacturing to 5pecifications
- Engineering Engineering Projects
Electrical Design EE
Mechanical Design
Maintenance LI

EPS ID

IManufacturing

EPS Mame

IManufacturing Diivigion

ezponsible Manager
B Hydra Corporation _I

Click to move nodes up/down —
or indent/outdent.

Add a node to the EPS Sclect the node under which you want to add
a node. The new node will be placed below the selected node in the
hierarchy. Click Add in the Enterprise Project Structure (EPS) dialog box.
Type a unique ID and name for the node directly in the column cells, or in
the EPS ID and EPS Name fields. Accept the responsible manager shown,
or click the Browse button in the field to select a different OBS element
for the node. Use the arrow keys to indent/outdent a node to denote its
placement in the EPS, and to move a node up/down in the hierarchy. Click
Close.

Add multiple root nodes You can distinguish different branches of
the EPS hierarchy by including more than one root node. For example,
you might want to separate current projects from completed projects or
from template projects that you use as the basis for new projects. Add a
root EPS node the same way you add an EPS node, but outdent the root to
the left-most position in the hierarchy.
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i Enterprize Project Structure [EPS] E
. Display: EPS @ Cloge |
EF5 ID =|EPS Name | ]
Add root nodes to separate < Closed Projects Closed Projects 0 Add
projects with an Inactive 4 i - X Dkt
status or to distinguish e Eyd'a C“'P“';"m - CEEE
. - onstruction onstruction Group
. Cut
pijeCtS used as templates - Manufacturing Manufacturing Division é{) o
< Electionics Elecronics Copy
Hydraulics Hydraulics Division
Custom Manufacturing [ = FRaste
- Col Motors Projects ~
Projects for John Elk Tractors | - »
b Millipede-1 Projects for Milipede Tractors
b Mation-1 Projects for Maotion Spstems
Manufacturing to 5pecifications izt
Power Generation Division
Diver Muclear Power Station LI
EPS ID EPS Name
ITempIate Projects ITempIate Projects
Fiespongible kanager
I_IE Hydra Corporation _I
For more information about Build the hierarchy After you set up an EPS, you can define additional
security profiles, see the data about each EPS node, such as anticipated dates, budgets, and

Primavera Enterprise Admin-

istrator’s Guide. spending plans. Use the Project Details to specify this information, as

described later in this chapter. Or, you can begin adding projects under the
applicable nodes in the structure if you have access rights to these
functions in P3e. Access rights are set by your network or database admin-
istrator.
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Adding a New Project to the Enterprise Project

Structure

A project is a set of activities and their associated information that consti-
tutes a plan for creating a product or service. A project has a start and
finish date, work breakdown structure (WBS), and any number of activ-
ities, relationships, baselines, expenses, risks, issues, thresholds, and
reference documents. In P3e, a project may also have its own Web site.

While resources typically work on several projects, each project has its
own resource assignments. Similarly, while calendars, reports, and
activity codes may span all projects, they may also be project specific.

Determine your requirements for adding a new project to the hierarchy. As
a project manager who manages one or more higher-level projects in the
enterprise, you’ll probably want to add an EPS node that encompasses
these projects. If you are a team leader, you’ll probably want to add an
individual project that incorporates the tasks your group needs to perform
to complete the higher-level EPS node. You will create this individual
project below one of the EPS nodes previously established by your project
manager.

Use the Projects window to add a project to the EPS hierarchy. Define
general information such as the project’s ID and name, planned start and
must finish by dates, and the responsible manager.

Add a project to the EPS Choose Enterprise, Projects, or click
Projects on the Home workspace to open the Projects window. Select the
EPS node to which you want to add a project. (If you have not yet created
any EPS nodes, select the root EPS node created for you when you
installed P3e.) You can add projects only to the lowest level node in any
branch of the EPS.

Click Add. The Create a New Project Wizard guides you through the steps
required to add a project, including selecting the node in which to place
the project in the EPS, naming the project, and identifying the responsible
manager for the project. If you would rather add the project without using
the wizard, click Cancel in the Create a New Project Wizard.

@ You cannot add projects below existing projects.
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The root node was selected —|

as the EPS node in which to
place the new project.

Identify the new project using —

the General tab in Project
Details.

Use the default information —+

provided, or change it to
accommodate the project
requirements.

For more information about
the Create Project tool in
Primavision, see the Creating
Projects topic in the Prima-
vision online Help.

For more information about
importing and converting
projects, see the Primavera
Enterprise Administrator s

Guide.

[ Primavera Project Planner for the Enterprise: Conv, Bldg, Auto, NEWPROJ (Conveyor System, Office Building Addition, Autom... [HJE] E3
Admin Help

Fle Edt View Project Enterprise Tools

i @ +* €]
PI'OjeCtS Beck  Fowerd  Home D Help
EE2e MBEE KRR
- Display: Projects O Add |
EFS D/ Project ID EPS Mame/Project Name | | 2000 x
o [Dec | Jar [Fob] Mar | At My dun | Jul [AugGep] Ot [Nav] paleie
I | kS Cut
5 /b Construction C T Copy |
& /b Manufacturl.. Manufacturing Divisio
/b Engineering Engineering Projects | B Paw
Power Generation Divl ‘

General | Dates | Motebook | Budget Log [ Spending Plan | Budiget Summay [ Funding [ Codes [ Defaults [ Resources [ Settings |

Pisject ID. Picject Name
NEWFROL e Froject) )
Status Responsible Wanager Bisk Lovel Leveling Priori
Lctive ~| |® Hydia Comporation | [Medium =] [io =
CheckoutStatus Projsct Wehsite UIAL

{[Checkedin ] | & Laurch

Fererl [User admin |Dsta date: 27-5ep-93 00:00_[Aocess Mode: Shared

To define additional project information, display Project Details at the
bottom of your layout (click the Display Options bar and choose Details),
then refer to the Defining EPS Details section of this chapter.

Using Create Project in Primavision to
Create Smaller Projects

You can use the Create Project tool in Primavision, the Web-based appli-
cation available in the Primavera Enterprise suite, to create a small project
that fits into the overall EPS, but that does not have to be managed within
P3e. You can also use the Create Project tool to add a new project quickly,
and then fill in the necessary details in P3e. The Create Project function
enables you to add projects to the EPS, set start and finish dates, add activ-
ities, assign team members, create weighted steps and use them for
statusing, assign budget information, and mark the project complete.

Import projects You may want to build your EPS using projects previ-
ously created in an earlier version of P3 or in Microsoft Project. P3e’s
Import Wizard prompts you to specify the information to be imported and
where the project should be placed in the current EPS hierarchy.
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Working with the Enterprise Project Structure

Open an EPS node in P3e to open all the projects that compose it or open
projects individually. You can also select nonconsecutive projects to see
their combined status, resources, or costs. Choose File, Open, select the
node(s) or project(s) you want to open, then click OK.

Click to view a list of
users who currently have
the selected project open.

i Open Project

. Digplay: Projects o oK
EPS 1D/ WES Code WES Status
Hydra Corporation Active @  Cancel

[= 4 [Construction | Construction Group Active
&= Users...

23 Auto Automated System Active

23 Conv Corveyor System Active
239 Bldg Office Building Addition Active Help
= b Manufacturi... Manufacturing Div... Active
= < Electronics Elecronics Active
23 MM M allard M anufacturing Active
3 RC Fuzzell Computers Active

= < Hydraulics Hydraulics Division Active
E 4 Custom Custom Manufacturing Active

2 4 Colonel1 Col Motors Projects Active
(X3 Colonel-2 Colonel Mators Projects Active
= 4 Elk1 Projects for John Elk Tr... Active
3 Ek Customer: John Elk Tractors  Active
2 4 Milliped... Projects for Millipede Tr... Active LI

Depending on your security

profile or the way in which other Access Mode |

users have opened the project,

one or more of these options (“ Explmie
may not be available.

* Shared " Read Only )

EZJ Only one user at a time can have Exclusive access to a project.

Use status for filtering projects in the EPS You can change an
open (Active) project to closed (Inactive) when the project is completed.
You can also assign a What-If status to a copied project that you want to
use for analysis. Project status can be used to organize and summarize
information in P3e, and to filter projects.

Choose File, Open, select the EPS node or project whose status you want
to change, click OK, then click Projects in the Home workspace.
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To view only those projects with a specific status, choose View, Filter By,
Status, then choose the status you want to use. You can also choose View,
Filter By, Customize. In the Filters dialog box, mark the applicable Select
checkboxes for the statuses of the projects you want to see.
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You may want to place the
status root nodes at the bottom
of the EPS to keep them
separate from the rest of the
hierarchy.

Using Root Nodes to Denote Project Status

Another way to distinguish projects with statuses other than Active is to
place them under separate root nodes in the EPS. The projects remain part
of the hierarchy, but they are not considered when you budget, schedule,

and level your active projects. Choose Enterprise, Enterprise Project

Structure, to set up root nodes as placeholders within the EPS. You can

then drag and drop projects to these root nodes when status changes.

. Display: EPS | @ Cloge |
EF5 ID =|EPS Name [ =]
- Milipede-1 Projects for Milipede Tractors | Add
- Motion-1 Projects for Maotion Spstems
Manufacturing to Specifications X Delete
F'.ower Generation D|V|S|0r1 % Cut
Diver Muclear Power Station
Morriz Muclear Power Station Copy
Bohimia Muclear Power Station
- Templates Project Templates [ = FRaste
b Design Product Design Templates ~
b Plant Plant Projects | - » ‘
< Con Flant Construction Projects
< Tumn Flant Turn-around Projects
Z Inactive Projects Inactive Projects _GQHEMJ
< What-f Projects what-lf Projects
FPlanned Projects

EPS ID

EPS Mame

IF'Ianned

Fiespongible kanager

IF'Ianned Projects

I_IE Hydra Corporation

=

Click to move a selected node to the —
left-most position and designate it as a
root node.

Copy an EPS node or project You can copy an existing node or

project to use as

a template for a new one. Rename the node or project

after you copy it, then make the necessary changes to it.
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Copy Project Options E3 |jl Copy WBS Dptions E

When you open the Projects window, include the node/project you want to
copy as well as the node to which you want to copy it. Select the project
you want to copy, then click Copy from the command bar. Select the node
to which you want to copy the node or project, then click Paste in the
command bar. When you copy a project to another location in the EPS,
you can also choose to copy the links to the WBS, documents, OBS, and
other related elements. Mark the applicable checkbox(es) in the dialog
boxes that are displayed when you click Paste. Click OK in each dialog
box to proceed with the copy.

Mark the .
checkboxes Optionally Include | oF 0K | Optionally Include | 2 oK
for the ] @ Concs © coe
elements you ¥ lssues and Thresholds [ Steps 4
Help

want to copy.

vV Reports

¥ Diocumerts

V| Fundings

Copy Activity Oplions E

¥ Ref Docs
¥ Activities

Help

=\ | Specify the Activity information to be copied

v

0 Cancel

S/|7Fhesourc:e % Role Azzsignments
IV Relationships
L [+ Only between copied activities ¥ Fef Docs

V' Expenses

Help

¥ Activity Codes v Steps

™ Do not shaw this dialog again

You can only delete
projects that are opened in
Exclusive mode.

Delete an EPS node or project When you delete a node, all projects
in that branch of the hierarchy will also be removed. If you don’t want to

delete these projects, you must copy and paste them to another area of the
hierarchy before you delete the higher-level EPS node.

To delete an EPS node, choose Enterprise, Enterprise Project Structure.
Select the EPS node you want to delete, then click Delete. Confirm that
you want to delete the selected node by clicking Yes. To delete a project,
open the Projects or WBS window with that project included. Select the
project, then click Delete. Confirm that you want to delete the selected
project by clicking Yes.
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Click to delete the selected project.

Click to delete the selected node.

.[' Primavera Project Planner for the Enterprise: Conv, Bldg, Auto [Conveyor System, Office Building Addition, Automated System) | HIETEY
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4
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Check-out Status Pie
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FerEsrl [User admin [Data date: 27-5ep-33 [Access Mode: Shared
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Defining EPS Details

Make sure the Project Details —
are displayed so you can
define properties.

; 4 @& * @
Projects Back Fowed  Homs  Dir Help
B E& il ® 2 EE

" Dispiay. Projects (| Add |
4 E, Detaik ) E Mame/Project Name = | 2000 I
o ov[Dec | dan [Feb] Mar | £ [Map[Jun | Jul [Aug Sep] Oct [N paleie
I kS Cut |
Edit Vi pital Construction
B Colurrs s [omated System 14Juk00 Copy |
&) Table Font and Colars [ B
= TR e Buiding Addion 07:ug 00 B Paw
7 Elber By * rdraulics Manufact
Group and Sort By * ktom Projects
Giantt Settings... nel Molors
N — tomer. Colonel Motars
A L] . IR T 3 . hd =
— Collapse Al LlJ ul LlJ

To include/exclude tabs,
right-click in the Details
area, and choose
Customize Project Details.

Define project details and defaults used throughout a project using the
Project Details tabs in the bottom portion of the Projects window. You can
also define information specific to the EPS nodes in your hierarchy. To
display Project Details, click the Display Options bar, then choose Details
(the checkmark should be marked).

il Primavera Project Planner for the Enterprise: Conv, Eldg. Auto (Conveyor System, Dffice Building Addition. Automated System) [HIJS] B3

Fle Edt View Project Enterprise Tools Adwin Help

General | Dates | Motebook | Budget Log [ Spending Plan | Budiget Summay [ Funding [ Codes [ Defaults [ Resources [ Settings |

Project ID Project Name
[Conw [Conveyor System

Status Responsible Manager Risk Level Leweling Priority
[actve =] B TmEvans =] [io =

Check-out Status Project Wwehsite URL

[Creckedin =] | & Laurch
Fehies [ [User: admin [Data date: 27-5ep-93 [Access Mode: Shared [

Open each tab to view and edit that type of information for the selected
node or project.
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For details about the Budget
Log, Spending Plan, Budget
Summary, and Funding tabs,
see the Defining Budgets
chapter.

Use status to identify active —

(Active) or closed (Inactive)
projects. You can also select
What-If status for analysis
before establishing a more
permanent project schedule, or
Planned status for use during
the project planning phase.

General information The General tab enables you to view and edit
general information about the selected node or project. This information
includes the ID, name, responsible manager, leveling priority, and risk
level. You can also view or edit the project’s Web site address, if appli-
cable.

— The node’s/project’s assigned organizational
breakdown structure (OBS) element. The
Responsible Manager is a mandatory
assignment for each level of the EPS.

General | Dales | Notebook | Budget Log | Spending Plan | Budget Summary | Funding | Codes [ Defeuts | Resaurces [ Setings |

Project 1D
|Eolonel-Manufactule

Project Mamg

|Manufactuli g Prajects for Colanel Mators

Status

lAclwe
Check-out Status
[CheckedIn

Responsible Manager

=] [B Hydha Comporation

Project Website URL

=

Risk Level

iI IMed\um

Leveling Priority
[ e =

B Launch...

The overall risk in performing the —

node/project. Use the risk level to

organize, filter, and report project
information.

— P3e uses this value to consider
applicable external projects’
(those not included in the
current window) when
deducting from resource avail-
ability immediately during
leveling.

Leveling Priority

You must have the Consider Assignments in Other Projects with Priority
Equal/Higher checkbox in the Level Resources dialog box marked, and a
priority value indicated, for P3e to select the appropriate external
project(s) during leveling. For those projects currently open in the
window, P3e uses the priority level as a tie breaker during leveling, if you
have included Project Priority under Leveling Priorities in the Level
Resources dialog box. You can enter a value from 1 to 100, with 1 being
the highest priority.
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Dates The Dates tab enables you to edit scheduling information for the
selected project. This information includes the current data date, planned
start date, and the scheduled finish date. If you have an EPS node selected,
you can also enter the dates you anticipate the node will start and finish.

The latest early finish date — A date constraint — The user-defined date
calculated when P3e last placed on the project the project is expected
scheduled the project end date to start or finish

General | Dates | Motebook ‘ Budget Lu‘& | Spending Flan | Budget Summary | Funding | Codes | Defaults | Fesouices | Settings |
iy

The start date of the —{{ | Schedule Dates \ | [ Ahticipated Dates |
project Planned Start Must Finish By /Antlcwpated Start
[7-Dec-35 0000 = | |
D ata Date Finish Anticipated Finish
The date used as the Jo5-Jun-00 00:00 | [104a-01 0359
starting point to
calculate the schedule Actual Start Actual Finish
[oz-Jukon 00,00 [09-4ug-0010:00

L The actual finish date of the project, if the
project has finished—all activities in the
project have actual finish dates.

Anticipated Dates

Anticipated start and finish dates are used during the project planning
stage, and can be set at the EPS, project, or WBS level. If the selected
project has no activities, or the activities have not started, the Start date or
Finish date (in columns) is set equal to the Anticipated Start or Anticipated
Finish. Once the project’s activities are scheduled, the Anticipated Start/
Finish is overwritten. Click the Browse button to select a new date.
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Click to add a topic, select
a topic in the Assign
Notebook Topic dialog box,
then click Assign.

To sort the display, click
the applicable column
label.

Notebooks The Notebook tab enables you to assign notebook topics
and details to the selected node or project. These topics are defined in the

Notebook Topics tab of the Admin Categories dialog box.

General | Dates | Notebaok | Budget Log | Spending Plan | Budget Summary [ Funding [ Codes | Defaults | Resourses | Settings |
Matehook T opic Dt
A[EEE £iZ & W& H
<
—
_\ ‘Welcome to the Hydra Corp Sample Project
0 Add ¥ Delete To wiew documents, they must be located at the default location: C: =

Click in this area to type a description of —
the selected topic.

C::J For free-form, user-defined details throughout P3e, you can
use HTML editing features, which include formatting text,
inserting pictures, copying and pasting information from other
document files (while retaining formatting), and adding hyper-
links.

Project codes The Codes tab enables you to assign project code values

to the selected project. You must first add project codes and values
(choose Enterprise, Project Codes).

General | Dates | Motebook, | Budget Log | Spending Plan | Budget Summary | Funding | Codes | Defaults | Resources | Settings |

Project Code Code Yalue Code Description

Construction Project
Construct Man Manufacturing

ER Assion | 5§ Remove




80 Part 2: Structuring Projects

This setting is used to calculate the cost —
for activities that have labor/nonlabor units
with no assigned resources or resources

Mark to base percent
complete on activity steps
when using the physical
percent complete type.

Default Settings

Default values The Defaults tab enables you to specify the default
settings for the selected project. This information includes the default cost
account for resource assignments to activities, the default cost of activities
without resources, and the default activity calendar, duration type, and
percent complete type.

— The default cost account
for resource assignments
to activities and project

that do not have prices. expenses in the project

General | Dales | Notebaok | Budget Log | Spencing Plan | Budget Spmmary | Funcing [ Codes [ petauts | Resources [ ettings |

Price / Time for activities without resources I $25.00/h)

[T Activity percent complete based on activity steps

Defaults for New Activities

Duration Type [Fived Duration [ \Cost Acoourt [ an A54.1000 Shipping |
Percent Complete Type ||_|”i|S +| Jalendar % Standard 5 Day Workwesk |

The default duration and percent —
complete types for activities in the

project. Changing these settings

does not affect existing activities.

If you change the default —
calendar, P3e applies the
default calendar only to new
activities.

Mark for P3e to recalculate |

units when costs are
updated for the assignment.
Any cost change will trigger
the recalculation, such as
modifying the remaining
cost for any activities in the
project.

Resources The Resources tab enables you to specify resource permis-
sions for Progress Reporter for the selected project. Permissions include
whether resources can assign themselves to activities and whether
resources enter remaining units or activity completion percentages for
their assigned activities.

General | Dates | MNatebook | Budget Log ‘ Spending Plan ‘ Budget Summary | Funding | Codes | Defaults ‘ Hesoulcesl Settings ‘

Resource Assignments |

[¥ Fesouces can be assigned to the same activity more than once

[~ Update units when costs change on resource assignments

Progress Reporter

¥ Primary resources can mark activities as ''Completed”

¥ Resources can assign themsebves to activities

& Resources can edit activity assignment percent complete
" Resouwces can edit activity assignment remaining units
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Settings The Settings tab enables you to view and specify summari-
zation information and project-level settings for the selected project.

The maximum float time for activ-—
ities in the project before they are
marked critical. You can type a
new number and timeperiod.

Mark to instruct P3e to —
maintain only summarized data
for the project.

Maximum WBS level the —
project data can be stored to in
the database for summari-
zation. This summarize level
impacts the data shown in
Portfolio Analyst when you

choose to show summary,
rather than “live,” data.

General | Dates | MNatebook | Budget Log ‘ Spending Plan ‘ Budget Summary | Funding | Codes | Defaults ‘ Resouces ‘ Setting |
Summarized Data || Auto-numbering Defauls [
I Contains Summerized Data Oriy iﬁ:t\wty 1D Prefix Activity [D Suffis - Increment -
Last Summarized On
[30MarD0 1218 FProject Settings |
Summatize to WES Level Character for separating code fields for the WEBS tree I__
2 =
e — Critical activities have foat less than or equal to l_ﬁ
<Eurent Project jv Fiscal year begins on the 13t day of lm
L Project used for summarization. L The month the
Current Project is the first item project’s fiscal year
in the list followed by all other begins. You can
defined projects. select a new month.

2 Marking the Contains Summarized Data Only checkbox
= enables an organization to maintain summary-level data for
projects managed externally from the P3e database.

Auto-Numbering Activity IDs

When a new activity is created, the activity ID is automatically generated
using auto-numbering. Activity ID auto-numbering concatenates the
prefix and the suffix, with the suffix incremented to make the ID unique.
For example, “A” (prefix), “1000” (suffix), “10” (increment) yields
activity IDs of “A1010,” “A1020,” “A1030,” and so on. If you change the
activity ID prefix, suffix, or increment, P3e only applies the change to new
activities, not existing activities.
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Setting Up the Organizational
Breakdown Structure

L
In this chapter:

The Enterprise OBS
Viewing an OBS
Setting Up an OBS
Editing OBS Elements

An organizational breakdown structure (OBS)
is a hierarchical arrangement of a project’s
management structure. In P3e, user access and
privileges to nodes and projects within the
enterprise project structure (EPS) are imple-
mented via responsible managers, defined in

an enterprise-wide OBS hierarchy.

An OBS is not the same as a resource pool.
While resources are assigned to activities,
OBS elements are associated with EPS nodes
and projects. The OBS element corresponding
to an EPS node is the project manager respon-
sible for all work included in that branch of the
hierarchy. In this way, an OBS supports larger
projects that involve several project managers

with different areas of responsibility.

Read this chapter to learn how to set up an
OBS and associate its elements with the EPS.
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The Enterprise OBS

In P3e, the organizational breakdown structure (OBS) is a global hierarchy
that represents the managers responsible for the projects in your enter-
prise. The OBS usually reflects the management structure of your organi-

zation, from top-level personnel down through the various levels

constituting your business. You can associate the responsible managers

with their areas of the EPS—either nodes or individual projects. When you
associate a responsible manager with an EPS node, any projects you add to
that branch of the EPS are assigned that manager element by default. The

OBS hierarchy is also used to grant users specific access privileges to

projects and the WBS levels within projects.

i Organizational Breakdown Structure E
= Digplay: OBS @ Cloge |
0BS Mame =]
E---E ROOT o ad
[E % Project Coordinator X Del £ Merge
----- % Improved Generator Design Manager é{) Cut
e % Fedeszign “Wirng Hamesses Manager
; E% Mechanical Design Manager Copy

------ % Sprinkler System - Headgquaters Bldg Manager

L % ahaC - news controls Manager
E% Information Technology Projects Manager

""" % ERP System Installation Manager

P e

K1

General Users Responsibility

OBS Mame

IProiects M anager

OBS Description

[ulhl
I
i
il
I
[2:]

rrr
rrr

A [EE

ﬁ Easte

You may want to create your OBS to match each EPS node and project set
up in the EPS. You could initially match OBS names to the EPS node and

project names, as shown in the following example.
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EPS OBS
El--ﬁ HRE System - — — - — — — & IQ =HR System Manager=
El--a Acme Contractors, inc. — — — — E||§ =acme Conbractors manager=
E@ Captal Projects - — — - — B g, =Capital Projects Manager
{ @ Mew Construction - — — - IE =Mew Constr. manager=
{ a Major Plart Retrofits —= — — — | |§ =MajorPlant Retrofits Manaor-
@ Infarmation Technology Projects — — -- & information Tech. Manager=
[ ] [ ]
. .
For more information about Then assign users, by their login names, to the OBS elements to grant

setting up security, see the
Primavera Enterprise Admin-

access to the corresponding EPS nodes or projects. The type of access

istrator’s Guide. granted to a user is determined by the project security profile assigned to
the user. Security profiles are set up on the Security Profiles dialog box
(choose Admin, Security Profiles) and then assigned to users on the Users

dialog box (choose Admin, Users).

i Organizational Breakdown Structure [X]
. Display: OBS
OBS Name = |
: : o aw
E% Manufacturing Adrmin
- I8 Hydra Admin % Del./Merge
% Hydra Admin-2 ‘% Gl
% Hydra Admin-3
| Hydra Admin-4 Copy
i . i % Manufacturing - Hydra Corp
This user will have profect —1| B Product Lins Managst =l (M2 Fesi
manager rights for the OBS
element to which he or she is Genral__ | | Responsihility - ‘

assigned.

OBS Uszers

Login Mame

Eﬁ Aszsign EﬁHemove

Enterprise OBS nodes Creating an EPS node or a project in the
Projects window automatically creates and associates an OBS node as the

responsible manager.
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P3e automatically associates —|

the OBS assigned to the EPS
node in which the new project
is added.

For more information about
producing OBS and other
standard reports, see Part 5,
Customizing Projects.

il Primavera Project Planner for the Enterprise: FSUSYS. HRPA. HRDEY, HRTEST. San Jose. NE Distrib. Head@ur, North, CA D.... [HIfE] E3

Fils Edit Wiew Project Entsriss ook Advin Help
i 4 b & +* @
Projects Back  foved  Heme  Di Help
T EH & i & 3
- Display: Projects (| Add |
EPS D/ Project ID EPS Name/Project Name - 2002 [
v D | Jan [Feb] Mar | ot [May]Jun | Jul [Bug[5e_| Delele
‘ & et
Copy
=< InfoTech Information Technology Projects
23 ERP ERP System Installation B Paw
29 FSUSYS Finance System Lpgrade
B 4 HRSys HR System - -
» 4 »

General | Dates | Motebook | Budget Log | Spending Plan | Budget Summany [ Funding [ Codes [ Defaults | iesources [ Setings |

Project ID Project Name
NEWPROJ [iNew Froject)

AT statue Responisible Manager sk Level Leveling Priaily
[active =] [ moar /Mzdium =l [ie =
Check-out Status Project Website LIRL
[Checkedin 2 || B Launch

Fererl [User admin [Data date: 11-Ap-00 [Access Mode: Shared |Baseline: Current Project

The OBS may mirror the EPS at the node and project level or it might
include additional OBS levels to accommodate your management organi-
zation. For example, you may want to specify team leaders as the respon-
sible managers for the WBS levels of a project, and the project manager
above the team leaders in the OBS as the responsible manager of the
project. In this way, you can delineate appropriate access and security
measures at various levels of the EPS while maintaining an OBS that
accurately reflects your organization chart.

E‘“’J An OBS can have only one root element.

You can also produce reports based on your OBS; several standard OBS
reports are included with the sample projects supplied with P3e.
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Viewing an OBS

P3e provides two ways to view an OBS: as a chart or a table. Choose
Enterprise, OBS, to open the Organizational Breakdown Structure dialog

box.

i Organizational Breakdown Structure [ ]

. Display: OBS @ Cloge |
0BS Mame =]
CAII | O oo

E‘% Projects Manager
E% Project Coordinator X Del / Merge
----- % Improved Generator Design Manager cXJ .
= % Fedeszign “iring Harmesses Manager
; E% Mecharical Design Manager Copy
: ----- % Sprinkler System - Headguaters Bldg Manager
= % ahWAL - new controls Manager [ = fFaste
E% Information Technology Projects Manager i
----- % ERF System Inzstallation Manager - | - b
e e _>l_|
7 Help
General | Users Respansibility
OBS Mame
|rooT
OBS Description
AJEEE 2 EE W7 H

View the OBS chart Click the Display Options bar, then choose Chart
View. To change the information that is included in the chart and the way
in which it is displayed, click the Display Options bar and choose Chart
Box Template, Customize.
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This chart shows the OBS name and associated
users for each OBS element; choose Chart Box
Template, Customize to edit the information
shown in the boxes and the box height and width.

i Organizational Breakdown Structure

1
. Display: OBS @ Cloge |
ROOT =
m I T Aceonit | Add
7 Del /Memge
Project Manager Ivomation Techvokgy
Joh McDongal, Az [ o (Cuit
KIrche
Copy
ProjectCoordhaion IE:::’ﬁ?:[Em hztlaton E Paste
Gretier soa Q
(=
e -
mprowed Ge ke [Eor
Dz ing BT I
Frauk Lee
Himan Resonrcs Help
S m
. . Redkz gy Wil
OBS Details are hidden so b
A 2Enzo Kicke
that more of the chart is
visible. -

View the OBS table Click the Display Options bar, then choose Table

View.
i Organizational Breakdown Structure [ ]
. Display: OBS | @ Cloge |

Click the OBS Name column —-ags Name
once to view the OBS - [ Add

hierarchy; click it again to list -8 Projects Manager
and sort OBS elements. - BB Project Coordinator X DeltMore |
% Improved Generator Design Manager é{) Gl
% Fedeszign “Wirng Hamesses Manager
EI% Mechanical Design Manager Copy
% Sprinkler System - Headgquaters Bldg Manager
| ahAC - new cartrals Manager [ = FRaste
E% Information Technology Projects Manager ~
----- % ERF System Inzstallation Manager | - ) ‘
----- % Financial System Upgrade
% Human Rezource Spstem Help
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Setting Up an OBS

For more information about
establishing EPS nodes, see
the Setting Up the Enterprise
Project Structure chapter.

Click the OBS Name column
to display the OBS hierarchy,
as indicated by this symbol.

P3e inserts the new OBS
element at the same level as
the selected element.

Type a meaningful name for ——

the new OBS.

Use the Organizational Breakdown Structure dialog box to create, view,
and edit the global OBS. You can also use this dialog box to view a list of
P3e users who can access an OBS element’s global and project infor-
mation, and to see how people are assigned across the enterprise of
projects.

Create an OBS A root OBS node is automatically assigned to the root
EPS node so that a default OBS element can be assigned to each project
you add to the EPS root. When you use the Enterprise Project Structure
dialog box to set up the EPS nodes that make up the foundation of the
EPS, you can use the existing root EPS as the default for each node, or you
can set up the OBS before you build the EPS. You can then assign actual
responsible managers when you create EPS nodes. Once your basic OBS
is in place, you can include additional OBS elements to provide access to
specific EPS nodes, projects, and WBS elements, to users not included
with the original enterprise OBS node.

Choose Enterprise, OBS. Select the OBS element immediately above and
of the same hierarchy level as the element you want to add, then click Add.

i Organizational Breakdown Structure E
= Digplay: OBS @ Cloge |
OBS Name =D |
=1 RODT I R
-0 Projects Manager
=M Project Coordinator X Del £ Merge
. .. CX: Cut
zigh Winng Hamesses ...
it I 35) Copy
E% Mechanical Design Manager
: ----- B Sprinkler System - Headquat... LI [ = FRaste
e
General | Users Respansibility 4 — »
OBS Mame O
[INew 0BS) sk
OBS Description
AEEE =42 =& W& &
=
=

Click in the OBS Description area to type a description of the OBS
element. You can use HTML editing features, which include formatting
text, inserting pictures, copying and pasting information from other
document files (while retaining formatting), and adding hyperlinks.
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General Users

Responsihility

OBS Mame

I techanical Design Manager

OES Description

.
|
s
111

This description contains
a bitmap.

Aszign dist. group
and individuals

Corfracions
znd
Vizndors

Leg dates and
revisiens

4

Machahicz!

D,

For details on establishing
users and profiles, see the
Primavera Enterprise Admin-
istrator’s Guide.

View users associated with OBS elements Click the Users tab in
the Organizational Breakdown Structure dialog box to view the users and
corresponding security profiles associated with an OBS element. You can

also assign users from this tab, if you have appropriate access rights.

E

m Eﬁ Femove

. Display: Al Users = Cloze |
Login Mame T| Perzonal Mame | Global Prafile | Resource Mame =]
B admin Adminiztrator Account | <Admin Supenuser: [ [ Add
& bmca Bob Moduthur & dministrator i Organizational Breakdown Structure [X]
& char Charles Marth Enter T!me  Display: 0BS =l Close |
& dhan Donna Hansen Enter Time =

fi Frank L Admiristrat 08 Nane -
& flee rank Lee m!n!s rator E‘% ROOT _I 0 ey
& gsch Gretchen Schantz Adminiztrator . .
— 1M Projects Manager
& hour Haskell Curry Adminiztrator - I% Project Coordinatar 7 Del /Merge
8 ibn dohn Brunner Administiator | Improved Generator Design Manager
& jmed John McDougal Administrator = '-j ing Han - p __[ & Cut
& Fedesign Winng Harne: anage
& jzan John Sanford Enter Time N 5
@ zamn Suzan Arnold Enter Time IE Mechanizal Desian Manager Eopy
P % Sprinkler System - Headgquaters Bldg Manager
I8 ahivAL - new contrals Manager [ = FRaste
— | Contact Global Access |PrDjE =5 % Information Technology Projects Manager ~
IE ERP System Installation b anager LI 4 - »
Fiespongible kanager Security Profile = o R !
ctD
& Redesign Wiring Harnesses Manager Wiew Project D % Users Responsibility Help
OBS Uszers |
Login Mame Project Security Profile
Eﬂ Aszsign Eﬁ Femove : i )

— The user associated with the selected
OBS at that particular level of the hierarchy
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Assignments for the
selected manager are
shown by WBS level across
the EPS.

View a responsibility list Click the Responsibility tab to quickly see
where responsible managers (OBS elements) are assigned across the
enterprise. Select the OBS name for whom you want to see assignments.

-~ Display: OBS = Close |
OBS Name =
=18 ROOT o aw
E| % Projects kanager
L E % Project Coordinator X Del/ Merge
% Improved Generator Design Manager é{) Cut
% Fedeszign “iring Harmesses Manager
E% Mechanical Design Manager Copy
% Sprinkler System - Headguaters Bldg Manager
ahvAL - new contrals Manager [ = FRaste
nformation T ology Pr anager ~
E EF!F' S'?S,tfm !nstelnl!atlon Pdanager LI | - » ‘
General Users Responsibility Help

System Design
System Implementation
System Integration Tests
System Installation

(4 Tests

Project Administration
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Editing OBS Elements

The new OBS element was
moved to the right using the
right-arrow button, to make it
an element of the Mainte-
nance Manager OBS.

You can edit an OBS in several ways. You can change an existing OBS
element’s position and information, you can add an OBS element
(described earlier), and you can delete an OBS element.

Edit an OBS element Choose Enterprise, OBS. Click the OBS Name
column label to display the OBS hierarchy. (An outline icon = in the OBS
Name column label indicates a hierarchy display.) Select the OBS element
you want to edit. To change the element’s information, click the General
tab and enter new information. To change the element’s position in the
OBS, click the appropriate arrow buttons.

i Organizational Breakdown Structure E
= Digplay: OBS | @ Cloge |
0BS Name = ]
E‘% Hydra Corp | Add

% Product Line Manager

-T# IMew Construction X Del/ Merge
% Admininiztrator J % -

% Joe Taft - Project Manager

% Bob Canfield - Project Engineer Copy
E% Tom Cale
E% DC 00-047 " aste Water Treatment Syst.. [ = FRaste
; E% Tom Cale - DC 00-047 Project Mana... LI ~
4 »
h 4
General | Users Respansibility
OBS Name O Heb
INew Construction
OBS Description
AEEE =42 =& W& &

ENNE

Delete an OBS element Choose Enterprise, OBS. Click the OBS
Name column label to display the OBS hierarchy. Select the OBS element
you want to delete, then click Del/Merge. If the OBS element you want to
delete has WBS, issue, threshold, risk, or any other data item assignments,
you are prompted to merge the element with its higher-level OBS element.
Click Yes, then click Yes again.

@Il

If you delete a higher-level OBS element, P3e deletes all of the
elements contained in that element.
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Defining Resources and Roles

L
In this chapter:

Resources Overview
Viewing and Adding Resources

Defining and Assigning Resource
Codes and Values

Setting Up Roles

Assigning Roles to Resources

Resources include the personnel and
equipment that perform work on activities
across all projects. Labor resources, such as
engineers, are always time-based and are
usually reused between activities and/or
projects; nonlabor resources, such as materials,
are recorded in terms of cost per unit, rather
than hours. In P3e, you can create a resource
hierarchy that reflects your organization’s
resource structure and supports the assignment
of resources to activities. P3e also enables you
to establish unlimited hierarchical resource
codes for grouping and rollups. In addition,
you can set up roles with specific skill sets and
use them as resource assignments until specific
resources can be assigned. This enables you to
schedule and plan costs by role at the project
planning stage. You can also assign resource
calendars and shifts, and you can define a
resource’s contact information and price over
time. This chapter describes resources, roles,

and resource codes.
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Resources Overview

For information about
assigning resources to activ-
ities, see the Working with
Activities chapter.

Use P3e to develop a resource plan that integrates resources, costs, and the
schedule so you can effectively control your projects. Begin by defining a
list of all the resources necessary to complete the projects included in your
enterprise structure. For each resource, set availability limits, unit prices,
and a calendar to define its standard worktime and nonworktime. Group
the resources by broad categories so you can easily find a specific resource
when assigning resources to a project.

To enable grouping and rollups of your resources across the enterprise, set
up resource codes and assign code values. Use this information to produce
resource reports and profiles in P3e. Analyze the resource allocation, and
adjust your project plan to avoid overallocation and peaks and valleys of

resource use.

Resources are different than expenses. While resources are time-based and
generally extend across multiple activities and projects, expenses are one-
time expenditures for nonreusable items required by activities.

Roles Ifyou are in the planning stage of your project or want to see how
certain resource assignments will affect the schedule, you can assign roles
as temporary placeholders for resource assignments. Roles are project
personnel job titles or skills. They represent a type of resource with a
certain level of proficiency—rather than a specific individual. Roles can
also be assigned to specific resources to further identify that resource’s
skills.

Primary resources An activity’s primary resource is typically the
resource who is responsible for coordinating an activity’s work. The
primary resource updates the activity’s start date, finish date, and expected
end date. In addition, if an activity has any nonlabor resources, the primary
resource may be responsible for reporting the nonlabor resource’s hours/
units.

Primary resources are also responsible for editing the physical percent
complete when weighted steps are linked to activity percent complete for
the corresponding activities in a selected project.
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Viewing and Adding Resources

You can also open the
Resources window at
the global level—without
any projects open.

Use the Resources window to view and add the resources required to
complete all projects across the enterprise. Structure the hierarchy of
resources according to the work performed. For example, you may have
various teams comprised of individuals in several resource groups in the
enterprise. You can set up the hierarchy so that the people managing these
groups are at a higher level than the resources in the groups.

P3e enables you to set up multiple root, or top-level, elements in a
resource breakdown structure (RBS). A root RBS element serves as the
lead person (such as a manager), instead of a division or a department. For
this reason, you cannot roll up lower-level resources to the root resource.

il Primavera Project Planner for the Enterprise: Conv, Eldg. Auto, Colonel, Millipede, Elk. Motion, Bohimia C. Bohimia M, Bohimi... [FJ=] B3

Fle Edt View Project Enterprise Tools Adwin Help

4 ) e €]
Resources Back Fowad  Home  Dir Helps
- Display: Al Resources [} Add |
Resource ID [ Resource Name Primary Fole Difault Units / Time
= y X Del / Meige
- § Subs Sub Contracting Sub Contractor 3 % cut
Subs32 Action Actuarors Inc 505
Subs-35 Accu Prototypes o || Copy
2 @R Design Designer 505
RN ok Adam 25 L
R Andy Jackson 263% -
A28 Joe Ford 505 ="
R-29 Jalf Truman 100%
2,731 Tiude Agnue I

General | Codes | Detais | Urits & Prices | Foles | Motes | Progress Fieparter

Resource [D

Fesource Name

IHydla:nrp

Employee D

IHydra Corp Resources

Title

E-Mail Address

Office Phone

[systems@barkeom.com

GE

-456-3021 W Active

Fererl

[User admin

[Data date: 27-5ep-33 [Access Mode: Shared

|Bazaline: Current Project

Team leaders, project managers, and resource managers in charge of teams
or groups in the enterprise should jointly establish the resource hierarchy.
The program manager and/or project controls coordinator may need to
participate in this process to make sure resources are distributed consis-
tently based on availability.
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To change the resource
display from hierarchy to
list view, click the

Resource ID column label.

A triangle icon in this
column label indicates a
list display. You can sort
resource information in a
list display by clicking a
column label.

View resources Choose Enterprise, Resources, or click Resources on
the Home workspace. Click the Display Options bar, then choose one of
the following:

m  To view detailed information about a specific resource, choose
Details, then select the resource whose information you want to view.

m  To view resources as a chart, choose Chart View.

m  To select the columns to include in the display, choose Columns,
Customize, or one of the predefined column displays.

m  To select the resources to display, choose Filter By, then choose All
Resources, Current Projects, or Active Resources.

m  To organize the resource hierarchy, choose Group and Sort By, and
choose one of the predefined groupings or customize your own.

Add a resource Choose Enterprise, Resources. Click the Display
Options bar, then choose Group and Sort By, Default, to display the
resource hierarchy. Select the resource immediately above and at the same
level as the resource you want to add, then click Add. Depending on your
user preferences, the New Resource Wizard may be started. The wizard
prompts you to add the information included on each tab in Resource
Details. If you do not use the wizard, this information can also be entered
directly on each tab. To display Resource Details, click the Display
Options bar, then choose Details.

Refer to this section to establish basic resource information. To specify
additional information, refer to the following sections later in this chapter:
m  Codes — Defining and Assigning Resource Codes and Values

m  Roles— Setting Up Roles and Assigning Roles to Resources
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i’ Primavera Project Planner for the Enterprise: Cony. Bldg. Auto. Colonel. Millipede. Elk. Motion, Bohimia C. Bohimia M. Bohi

Fle Edt View Project Enterprise Tools Adwin Help

4 ) & F €]
Resources Back Fowad  Home  Dir Helps
- Display: Al Resources [} Add |

Andy Jackson
ard
Jeff Truman

Resource ID = Riesource Name Primary Role Defaul Units / Time| =
” ¥ Del / Merge
E-§ Hydacom Hydia Corp Resources Project Enginess 100%
B § Subs Sub Contracting Sub Contractor 53 % Cut
Subs32 Action Actuarors Inc 5052
Subs-35 Accu Prototypes o || Copy
NN Design Designes 5052
5 , B Rt
R0 John Adams 263
R11

5% -
.
-
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2,031 Trudy Adrue:
Use Resource Details to add, —{ Genersl | Codes | Detals | Unks & Prices | Fokes | Notes | Progress epotter |
view, and edit detailed infor-
) Resource D Fiesource Mame
mation about a new or selected = [ize Ferg
resource. Employee D Title:
|1 27 IDaslgn Analyst
E-Mail &ddress Office Phone
| | ¥ Active
Eeresrll [User: adrmin |Data date: 27-5ep-99 |Access Mode: Shared |Baseline: Current Proje

Click the left/right arrows to indent or —
outdent a selected resource to denote its position
in the hierarchy; click the up/down arrows to move
a selected resource up or down in the hierarchy.

General information Use the General tab to enter general information
about the selected resource, including the resource’s ID, name, title,
employee ID, e-mail address, office phone number(s), and status.

General | Codes | Details ‘ Units & Prices | Roles | Motes | Progress Reporter ‘

Resource D

Resource Name

B
The employee identifier ~{|| gnpipezin

IMauJ an Buren

Title

corresponding to the [z
resource, such as social
E-Mail Address

IS enior Design Review

Office Phone

security number, used for |
the employee in your
company

I [V Achive

If the resource is associated with a user on the —
Resource Details Progress Reporter tab, this
field will correspond to the E-Mail Address on

the Contact tab of the Users dialog box.

If this checkbox is marked, the —
resource is available for
assignment; if cleared, it indicates
an inactive status or unavailability.
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Details Use the Details tab to specify a resource’s labor classification
labor (personnel) or nonlabor (equipment), indicate whether a resource
can log overtime hours, assign a calendar to the selected resource, define
the resource’s standard rate, specify how actual and remaining units are
applied for a resource’s assignments, and indicate that any assignments for
aresource will have its quantities recalculated whenever any cost changes

occur.
P3e uses your calendar assignments for activity — — The minimum amount of
scheduling, tracking, and resource leveling; you time a resource is available
can select a global calendar or a resource to work on an activity

calendar for the resource.

Mark to enable the —

resource to record

overtime hours for
activities in Progress

General | Codes | Detailsl Units % Prices | FRoles ‘ Notes | Progiess Repoiter ‘

Labor Classification

Finfile

& Labor

£ Monlabor

Calendar
% Standard 5 Day Warkwesk J

Owertime

Default Units / Time

Reporter.

\— Overtime Allowed

Ovestime Factor

e

[ 100%

¥ Auta Compute Actuaks

Calculate costs from units

Type the number by which the —

resource’s standard price should be
multiplied to determine the resource’s
overtime price (standard price *
overtime factor = overtime price).

u Mark to automatically calculate the selected
resource’s actual quantity of work according to
project plan rather than reported hours in
Progress Reporter; clear if you are using
Progress Reporter to update actuals.

— Mark to indicate that any new assignments for
this resource will have its costs recalculated
whenever any quantity changes occur, such
as changing the estimate to complete for an
activity.
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Default Units/Time

You can enter the default units/time value as a percentage, or as a numeric
value followed by a forward slash (/) and the appropriate time duration,
depending on your user preference setting for time units. For example, if
the selected resource is one person, then a reasonable value may be eight
hours (units) per day (duration). In this case, the Default Units/Time
would be 8.00h/d, or eight hours of work per day. If you are entering a
percentage, you would enter 100% indicating that the resource is available
to work full-time. Similarly, if the selected resource is a department with
five people, then the Max Units/Time may be 40.00h/d, or 500%. This
means that five people can perform 40 hours of work per day, rather than
one person performing 8 hours of work per day. P3e uses this value in
conjunction with the calendar assignment to calculate resource allocation/
distribution during scheduling and leveling.

= Marking the Calculate Costs From Units checkbox simply flags

"=l the corresponding resource in the RBS—if you customize
columns in the Resources window to include the “Calculate
Costs From Units” column, a checkmark will appear in that
column for the corresponding resource(s). The actual setting to
instruct P3e to perform a recalculation of resource quantities is
on the Resources tab of Project Details and Activity Details.
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Define shifts using the
Enterprise, Resource
Shifts command.

Units and prices Use the Units & Prices tab to assign a shift for the
selected resource, along with the available quantities (limits) for each
shift, if the resource is assigned to more than one shift. Setting limits helps
you quickly identify areas of resource overload in resource profiles using
different colors to represent limits and overallocated units in histograms.
P3e automatically adjusts the resource’s costs for its assigned activities to
reflect price changes for different timeperiods.

Double-click the cell, then type the resource’s— — Type or click the arrows to enter the applicable
monetary price followed by a forward slash (/) shift number for which you are setting limits, if
and the time unit associated with the price. the shift calendar has more than one shift.

You can set varying limits and —

prices over time by specifying
the effective start date for each
change.

General | Codes | Details Units&PnceslHo\es|N es|P|0glessHeDmter‘

Shil Caenr [ o Ofie H | i [1 2]

Effective Date  ©
11 011-Jar-39 00:00)
HB 25:4pr00 00:00 100% $62.00/0

Mai Urits / Time: Piice / Tima

[ add X Delete

— The number of units available during each workperiod
(hour, day, week, or month) of the specified timeframe; you
can enter a percentage, or a numeric value followed by a
forward slash (/) and the appropriate time duration,
depending on your user preference setting for time units.

2 To level resources, you must set availability limits (Max Units/
=| Time).

Using Limits for Delayed Resource Start

Use limits to delay the start of a resource in the project schedule until the
resource is available. For example, suppose you hire a new engineer, Joe,
but he does not start for another month. You can add Joe’s activities and
assignments to the project and then set the resource limits as follows:

Effective Date Max Units/Time

10MARO0 Oh/h
10APROO 1h/h
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Resource Shifts

You can globally define shifts that span ability for every shift must satisfy the
specific workhours over a certain period of minimum demand for the resource so that the
time and apply one or more shifts directly to resource can be leveled properly. P3e ignores
the resources to whom they apply. P3e limits defined outside of the boundaries of the
considers shift hours when calculating units shift definition. Since shifts are defined at the
and prices during leveling. The resource resource level, P3elevels all projects using that
calendar is used to determine when the resource according to the shift definition. To
resource can work, and the limits for that define shifts, choose Enterprise, Resource
period are determined from the shift definition Shifts. Click Add, then type the new shift’s
for that resource. The minimum resource avail- name. To edit the new shift, click Modify.

| . Dizplay: Global Resource Shifts | @I Close

Shift Mame The total shift hours

0 Add must add up to 24

¥ Delete hours, and each shift

must have a duration

B2 Modiy... of at least one hour.

i Define Resource Shifts: First Shift

Define Shifts | EIE=
Shift | StartHour| Druration [Hrs]|

FIK 08:00 12
e T T

The start hour must —|
begin and end on the

hour, for example, 8:00, M M

rather than 8:30 a.m.




102 Part 2: Structuring Projects

Notes Use the Notes tab to enter comments about the resource. You can
use HTML editing features, which include formatting text, inserting
pictures, copying and pasting information from other document files
(while retaining formatting), and adding hyperlinks.

General | Codes | Detalls ‘ Units & Prices | Foles | Notes | Progress Reporter ‘
Resource Notes
A[EEE £i2 2 [AH
Andy is responsible for authoring functional specifications.
]
For more information about Progress Reporter Use the Progress Reporter tab to specify the
configuring resources for use selected resource’s Progress Reporter login name and whether the
with Progress Reporter, see . . ..
the Primavera Enterprise resource uses timesheets to record hours for assigned activities. You must
Administrator’s Guide. first set up login names in the Users dialog box. Choose Admin, Users,
then click the General tab.
— Mark if the resource uses
timesheets to record time
spent on his or her activities
in Progress Reporter.
Click the Browse button to —Genesl ‘ Codes | Details ‘ Units & Prices | Foles | Nates | Progress Heporlerl
select a login name for ey | [ Tiesteet
Progress Reporter.
User LUQ.iﬂ v Uses Timeshests
I& admin Operations and Safely-JoseJ 8 Edit User... Tineshet Appioyal Managet
I& admin Operatians and Safety - Joseph McHeny _J

Click the Browse buftton to—
select the resource’s
timesheet approval manager.

Click to access the Users dialog —
box where you can specify a
different login name and
password.
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Defining and Assigning Resource Codes and Values

Resource codes provide another way to categorize project resources. For
example, establish a code called Responsibility, and create values for it,
for example, Team Lead and Engineer. Assign these values to the appro-
priate resources so you can quickly group, filter, or sort by all engineers or
all team leads.

Set up resource codes Choose Enterprise, Resource Codes. Click
Modify to add resource code definitions—broad categories for which you
will be adding values. Type the resource code name and enter the
maximum number of characters for each value you will be assigning to the
code. Click Close when you are finished adding codes and value lengths.

i{| Resource Codes E

Select Resource Code |

B Modify...
. Digplay: Corporate Division | = Close

Corporate Division

Code Y alue =| Code Description
Manufacturing
. = Add
@ Man Hydra Hydraulics D
@ ManElect Electronics b4 Delete
§ Power Paower Generation
& Con Construction & Cut
Copy
el Easte
-
| b
-
Help
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Add resource code values In the Resource Codes dialog box, select
the code for which you want to establish values, then click Add. Type the
resource code value name; the maximum number of characters is preset at
the resource code level. Type a description for the value. To create a
hierarchy of code values, click the right arrow key to indent the selected
value one level.

i{| Resource Codes E

Select Resource Code |

B Modify...
. Display: Location | @ Cloge
Code Value

=| Code Description

Mew York Corporate Offices 0 oy

You can further categorize =-§ DT Detroit
code values by arranging & DT.0ffice Division Offices X Delete
them in a hierarchy. & DT Plant  Manufacturing Facility
§ SFO San Francisco Offices & Cut
2 ORD Chicaga Construction HO .
Copy
el Easte
-
| b
v
Help
I i

Assign resource code values You can assign code values to
resources using the Codes tab in Resource Details or by creating resource
code columns in the Resources window and then assigning values in the
columns. To use the Codes tab, click the Display Options bar and choose
Details (the box next to the command should be marked). Click the Codes
tab, then click Assign. To use columns, click the Display Options bar, then
choose Columns, Customize, and add one or more resource code columns.
Refer to the following example:
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. Primavera Project Planner for the Enterprise: Conv, Bldg, Auto, Millipede, Elk, Motion, Spec-1, Eohimia C, Echimia M, Echimia... I[E1 EY
File Edt View Project Enterpise Tooks Admin Help

(z)
) Resources E:ck szam H?ma gi;‘ ng
Customize columns to : < |
: ~ Display: All Resources Add
include the resource code(s) Resource D | Resource Name Corporate Division_| Enginesiing |Location | -
for which you want to assign : Man Hyls e Hyla Design RN
S il s Man Hydia Man Hydia Desion [EJELM % Cut
values; click in the column Andy Jackson Man Hydia Man Hydia Design DT.Office
cell for each resource to JF Joe Ford Man Hydra Man Hydra Design DT.Office N Copy
JT Jeff Truman Man Hydra Man Hydia Design DT.Office
select the resource code TA Trudy Agrus Mar Hycha Man Hycha Design DT Oiffice L=

e A Ted Dale Man.Hydra Man.Hydra Design  DT.0ffice - -~
value assignment. & SR jz‘ j

General | Codes | Detals | Units & Prices | Roles | Notes | Proaress Fieporter | Display: Looation

Atomic Code Yalue | Eode Description =
Resource Code | Code Value | Code Description 3 v New Yok Comorate [
& Erginesing Man Hydia Design | Product Design o1 Detroi
. . rporats Division Man Hydia Hydraulics
lick Assign lect the —; £
Click Assign to select the on DT.0ffice Manufacturing Facity
resource code value for the 3 San Francisco Dffices

selected resource § ORD Chicago Constuction

assiar | B Remave I |

il [User admin [Dats date: 27-5ep93 00,00 _ |Aoosss Mode: Shared [Baseline: Curent Project

Group and summarize using resource codes One way to use
resource codes is for grouping and sorting in resource spreadsheets. Right-
click in a resource spreadsheet layout and choose Group and Sort By,
Customize. Grouping by resource codes enables you to quickly see the
activities that are assigned to a particular area of responsibility or that are
being performed by a specific group throughout your enterprise of
projects. Click a group band to see a summary or rollup of a particular

group.

This section lists the activity assign-
ments for selected resource(s) or
role(s), grouped by resource code.

- Display: &l Resources .~ Display: Activity B esoUrce Assigrments -
Engineering/ Resource ID Resource Name = | | Resources Activity
= § Engineering: Man.Hydra.Design B a JA John Ad...
& Desian Design & Parts Library Revisw 07-5ep-99 0 Bk BH Bh
e Review Design Review & Parts Libray Review 08-Sep-99 OC 8h  Bh  8h
. = & |nitial CAD Design  10-Sep-99 OC 85h 85k 85h
Man Wan Buren & Initisl CAD Design  13-Sep-99 0C E7h 67h E7h
Andy Jackson & Initial CAD Review  01-0ct-99 00 10K 10k 10k
Robert Harrizon & Initisl CAD Review  11-0ct-99 08
Joe Fard & Initial Design Sketch 23-Mow-33 0,
<t 2.7 Aeff Truman _'ILI & Update Design 29-Mar-00 03
& FParts Libray Review 12-lun-00 08
| Display Activities for selected... | & Initial CAD Review  12-Jun-00 08
| I Resource [ Assignments & Update Design 12-Jun00 08 = _lll
> 4 »
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Setting Up Roles

Roles are project personnel job titles or skills, for example, mechanical
engineer, inspector, and carpenter. In P3e, you can create a standard set of
roles that you can assign to resources and activities in all projects in the
enterprise. You can establish an unlimited number of roles and organize
them in a hierarchy for easier management and assignment. The set of
roles you assign to an activity defines the activity’s skill requirements.

Assign roles to activities as you would resources during project schedule
and cost planning. When your plans are finalized, you can replace roles
with resources, based on each activity’s role and skill requirements.

View roles Choose Enterprise, Roles, then click the Display Options
bar.

m  To view only those roles that have assignments in the open project,
choose Filter By, Current Project.

m  To view all roles, choose Filter By, All Roles.

" Roles E
| = Display: &l Roles it Cloze |
e O Add
8{‘ bAdsk Manufacturing tanager
&4FPR0 Protatyping Specialist K Del /Merge
&ﬁ DER De.3|gn Fie.wewers é{) Cut
&ﬁ FLU Fluidz Engineer
&ﬁ CAST Casting Engineer [Materialz] Copy
&4ac Cuality Control
&4 Cust Customer Relations Manager =] fasie
245uh Sub Contractor LI -
| b
General Resources b
Role 1D Fole Mame O Help |
IEAD IEAD Dresigner

Fespongibilities

A [EE

[ulhl
I
i
il
I
[2:]
N
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View roles for a specific resource Choose Enterprise, Resources.
Select the resource whose roles you want to view. Display Resource

Details by clicking the Display Options bar and choosing Details. Click
the Roles tab.

[ Primavera Project Planner for the Enterprise: Conv, Bldg, Auto, Millipede, Elk, Motion, Spec-1, Bohimia C, Bohimia M, Bohimia... IRIE] E3
Fle Edit View Projeet Epterise Iools Admin Help

4 » & P €
Resources Back Fowsd  Home  Di Help
- Display: Al Resources [} Add |
Resource D = Riesource Name Primary Role Defaul Units / Time| =
r X Del / Meige
El- g Design Desian Designer
A o Designer % cut
Y Andy Jackson Designer 100%
& F Joe Ford Designer sz | Copy
Pl Jeff Truman Designer 5%
N | ) Paste
&Ta Trudy Agnue Designer 100%
&0 Ted Dale Designer x% = ‘ - ‘

Flole Nams Primary Fole

esigner 3-

illed =
Fluidds Erginesr 1 -Master r

KN |
B2 Assion | B Remove

FerEsrl [User admin [Dsta date: 27-5ep-93 00:00_[Access Mode: Shared [Baseline: Current Project
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Replace the highlighted text—-

with the ID and name of the
new role.

Add a role Choose Enterprise, Roles. Select the resource immediately
above and at the same level as the role you want to add, then click Add.
Type the role’s ID and name. To create a hierarchy of roles, click the right
arrow key to indent the selected role one level. For example, you may want
to list specific roles included under Construction, such as Plumber and
Carpenter.

Type a description of the role’s responsibilities. You can use HTML
editing features, which include formatting text, inserting pictures, copying
and pasting information from other documents (while retaining
formatting), and adding hyperlinks.

i Roles ]
~ Dizplay: Al Roles @ Cloge |
Role ID E|F|0Ie Mame | ;I
E&*" M anufact M anufacturing _I 0O Add

8‘5 Manufact MAN Manufacturing tanager

&ﬁ Manufact MT Manufacturing Line Team K Del /Merge

8{‘ FRO Prototyping Specialist é{) Cut
&4ac Cuality Control
- Dresigner Bz Copy
Design & Review
Customer Relations Manager [ = FRaste
Sub Contractor LI -
{4 b
L -
General Resources
Role 1D Fole Mame 9 Help |
|otR |iNew Fole)
Fespongibilities
AEEE 2 =& W7 H

Click the up/down arrows to —
move a role up or down in the
list; click the left/right arrows to
change a role’s hierarchy level.
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Assigning Roles to Resources

For information on assigning
resources to activities by role,
see the Working with Activ-
ities chapter.

Displays resource role(s) for—- P iramn CAD Desigrer

the selected resource; click
the Role ID column label to
sort the display.

You can modify role names in —1

the Roles dialog box (choose
Enterprise, Roles).

The set of roles you assign to a resource describes the resource’s skill
capabilities. These role assignments make it easy to assign resources to
activities according to role. You can also assign roles to activities directly
when you are unsure of the actual resources available to work on those
activities. You can later replace the roles with the applicable resources.

P3e provides two ways to assign roles to resources. You can assign roles to
resources from the Resource Details window, and you can assign roles to
resources from the Roles dialog box.

Assign roles to resources from the Resource Details window
Choose Enterprise, Resources, select the resource to which you want to
assign a role, click the Display Options bar, then choose Details. Click the
Roles tab, then click Assign.

Mark the checkbox for the role you —
want to use as the default role, if
there are more than one listed for
the resource.

General | Codes | Details ‘ Units & Prices ‘ Rales | Motes | Progress Reparter |

| Praficiency

Primary Role

Designer 3 - Skilled 2
Fluids Engineer 1-Master r

&ﬂ Engineering.FLU

Eﬂ Assign | 5§ Remove

You can analyze resource and —
skill supply and demand using role
and proficiency usage profiles.
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Assign roles to resources from the Roles dialog box Choose
Enterprise, Roles. Click the Display Options bar, then choose Details.
Select the role you want to assign. Click the Resources tab, then click

Assign.
— Select the resource to which you
want to assign the selected role;
Click the Assign button, then click
the Close button.
UrRoes " ] ES
. Display: &l Rales “ Display: All Resources J
Bale D = | Fole Mame Resource ID = | Hesourﬂ
@40 CAD Designer = § Faciites Capital J
8{‘ bAdsk Manufacturing Manager & Engineers Engine
8{‘ FRO Prototyping 5 pecialist : & Purchasing Furcha @ ﬂ
- 15 Informe
4FLU Fluids Engineer m Field E J
&ﬁ CAsST Casting Engineer [Materials] Field Ei J
afnc Quality Control : Field Ei
&% Cust Customer Relations Manage FidEng3  Field Ex J
245uh Sub Contractor LI_I & Intt Devel Interr: ud j
General Resources Jg
Fesource |0 Mame Proficiency Help

& MVB.Mary Yan Buren 1 - taster
& RH.Robert Harrison 2 - Expert

Eﬂ Aszsign EaF!emove

Double-click the displayed proficiency level, then select the appropriate
proficiency level.
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Reviewing Work Breakdown

Structures

L
In this chapter:

The Enterprise WBS
Viewing a WBS

Adding WBS Elements and
Assigning Properties

Using WBS Milestones
Assigning WBS Category Values

Defining Earned Value Settings
for Specific WBS Elements

A work breakdown structure (WBS) is a
hierarchical arrangement of the products and
services produced during and by a project. The
project is the highest level of the WBS while
an individual activity required to create a
product or service is the lowest level. Each
project in the enterprise project structure (EPS)
has its own WBS.

When creating a project in P3e, the project
manager typically develops the WBS first,
assigns reference documents to each WBS
element, and then defines activities for
performing the element’s work. Specific
earned value calculations can be specified for
each WBS element, along with an organiza-
tional breakdown structure (OBS) element
responsible for all work included in the WBS

element.

Read this chapter to learn how to set up and

implement a WBS.
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The Enterprise WBS

When you a create project, P3e
automatically creates a WBS
element at the same hierarchy
level and with the same name
as the project; you can differen-
tiate the WBS level from that of
the project by adding numbers
or letters such as Auto. 1,
Auto.B.

You can break down the work —j

further, essentially extending
the EPS to another level.

The enterprise work breakdown structure (WBS) consists of the WBS for
each project included in the enterprise project structure (EPS), in effect,
extending the EPS beyond the project level. You can view the entire WBS
at once, or you can display only the work breakdown structures for a
specific node or project. Open the EPS element whose WBS you want to
view, then choose Project, WBS.

i’ Primavera Project Planner for the Enterprise: Cony. Bldg. Auto. Millipede. Elk. Motion. Spec-1. Bohimia C. Bohimia M. Bohimi

Fle Edt View Project Enterprise Tools Adwin Help

Work Breakdown Structure Eik gy Hﬁe E[f 3
B E& il ® & &7

0O Add |
WES Status = | I
[Dec | Jan [Feb] Fhar | At [May[1_ Delele
T & et |

Hardware

o2 Ha Copy
Temperature Cantral Equipr.

& T
ctive tula 21 Temperauu Corlro Eq
Fiobat Controller active - w22 R B Pate

System Controller ctive - o 2.3 Spste -
Software tive MO0 0000 — =
Training Active 03Jul00 00.0C

Active 03-Jul-00 00:0C

Manuals

Conveyar System Agtive -
System Design and Enginee... Conv Aetive onw.1 Spstem Design ¢
Field Operations Cory Aetive 07-Aug-0C
Installation Conv ctive 07-Aug-0C
Onsite Testing Conv ctive
Training Conv clive D00 e —
Conveyors Conv Active 00:00  “——Corr. 3.1
(Operation Manuals Cory Aetive V'AD"UU 00:00 S —

=423 Colonel2 Colonel Motors Projects Colonel-2 Active T

= g Colonel-2.3 Design/Manufacture Project... Colonel-2 Active T
Shock Absorbers Colonel-2 Active =
] T Colonel-2... Model 54124 Colonel-2 Active hd _lLI
4 » 4 »
ilziizaal| [User: admin [Data date: 27-5ep-39 00:00_|Access Mode: Shared [Bassling: Current Project

Planning and budgeting P3e enables you to set anticipated dates,
budgets, and spending plans at a high level in a WBS to indicate when the
work should occur and how much its planned budget and monthly
spending will be. Because financial information is shared between projects
and their WBS elements, you can use the preestablished budget amounts
and funding information you set for WBS elements immediately for their
project and activity counterparts.
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General ‘ Motebook. | Budget Log | Spending Plan | Budget Summary | WES Milestones ‘ Ref Docs | Earned Yalue

Once the WBS element’s —
activities are scheduled, the
anticipated start is overwritten
by the scheduled date.

o
Generall Motebook. | Budget Log | Spending Flan | Budget Summary |W’BS M\t@stones | Fef Docs | Eamed Yalus |

Spending Plan Spending Flan Tally | Undistibuted
C t W ari

Benefit Plan Benefit Plan T ally ;I

General Anticipated Dates
“WEBS Cade WEBS Mame Anticipated Start
i [Butomated System [01-42y-00 00:00 L
Status Responsible Manager Anlicipated Finish

[ctive =] B Hdra Comoration | w |

General ‘ Motebook | Budget LUgI Spending Flan | Budget Summary |WBS Milestones ‘ Ref Docs | Earmned Value |

Original Budget: $540,000.00 Current Budget: $320000.00  Proposed Budgst: I $920.000.00

Budget Change Log

Status/ Date Amount | Responsible Status Reason
oo

a® 29Marn $380.000.00 Approved Quantity Increase

K1
[ Add | [ 7% Deleie

The budget and spending
plan can stand alone to
represent financial data
for the WBS level.

You can also summarize project data to a specific WBS level when calcu-

lating and maintaining summary data.

Pf'OjeCt Details — General | Dates | Matebook | Budget Log | Spending Plan ‘ Budget Summary | Funding | Proj Codes ‘ Defaults ‘ Resources | Settings L
Summarized Data | Auto-numbering Defaults |
I Coning & —— Activity [0 Prefis Activity 1D Suffis Increment
ontaine Summarized Data Only IA o0 T
Last Summarized On
Project Setlings |
Summarize to 'WEBS Level Character for separating code fields for the WES tree R

The WBS levels to which you 3 =

want P3e to summarize data Baseling for Summarization

Critical activities have float less than or equal to

for use in Portfolio AnalySt IEurrent Project ﬂ Fiscal pear beging on the 1st day of

0.0d

January 'I

You can also use the WBS at the planning stage of a project for top-down
estimations and summary rollups of data not yet associated with projects.
For example, you can create a WBS for a higher-level node of the EPS and
include summary data, planned budgets, and dates, independent of any

project.



114 Part 2: Structuring Projects

Viewing a WBS

and appearance, click the
Display Options bar, then
choose Chart Box Template
and/or Chart Font and Colors.

File Edit Yiew Project Enterprise Tools Admin  Help
4 » & ik €]
Work Breakdown Structure e tones et
ElE2s 0 AR
To change the display’s content —| Dy w85 O e |
Spec-1 Bohirmia C Morris C X Delete
Er: Motion Hydraulics to Bohirnia Muclear Power | [Mount Morri
Specifications Plant Modifications Projects & Cut
idrmin-2 Product Line M Ad it
drmin roduct Line Manager mininistra Copy
| el Paste |
Spec-1.1 Spec-1.5 Bohimia C.1 Bohimia C.2 7
Manufacture Existing New Product DC 00-002 Telephone DC 00-047 Water 4 :‘ b
Parts design/manufacturs Room/HVAC Upgrad Treatment System R b
Product Line Manager Hydra Corp Torm Cole - DC 00-002 Tormn Cole - DC 00-047
(#]
4 | »
General | Motebook | Budget Log | Spending Plan | Budget Summary | WES Milestanes | Ref Does | Eamed Value |
General \ Anticipated Dates
WwBS Code WBS Mame Anticipated Start
f [Manufacture Existing Farts | |
Status Responsible Manager Anticipated Finish
[active =] @ Product Line Manager |
Refresh |l [User: admin [Data date: 27-Gep-39 00:00 [Access Mode: Shared [Baseline: Current Project

P3e provides two ways to view a WBS: as a chart or a table. Open the
Work Breakdown Structure window by choosing Project, WBS; you can
also click WBS from the Home workspace if you have not yet selected a
window for the open project.

View the Work Breakdown Structure chart Click the Display
Options bar, then choose Show on Top, Chart View. To change the
displayed information, click the Display Options bar and choose Chart
Box Template, then an information type.

il Primavera Project Planner for the Enterprise: Conv, Eldg. Auto, Millipede, Elk. Motion, Spec-1, Bohimia C, Bohimia M, Bohimia... [HJ=] B3

View the Work Breakdown Structure table Click the Display
Options bar, then choose Show on Top, WBS Table. To list and sort WBS
elements, click the WBS Code column label. To change the information

displayed in the table, click the Display Options bar, then choose any of
the following:

m  To view detailed information about a specific WBS element, choose
Show on Bottom, WBS Details, then select the WBS element whose
information you want to view. To hide WBS Details, choose Show on
Bottom, No Bottom Layout.

m  To change the columns in the WBS display, choose Columns, then
one of the predefined displays, or customize the columns.
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You can also choose to display a Gantt chart to the right of the WBS table.
Click the Display Options bar, then choose Show on Top, Gantt Chart.

— Click the Display Options bar, then
choose Columns, Customize, to select
only the columns you want to display.

[ Primavera Project Planner for the Enterprise: Conv, Bldg, Auto, Colanel, Millipede, Elk, Motion, Bahimia C, Bohimia M, Bohimi... [HIJE] E3
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Adding WBS Ele

To include/exclude tabs,
right-click in the Details
area, and choose Edit
Activity Details.

ments and Assigning Properties

When you create projects, P3e automatically creates a WBS top-level
element with the same name and EPS and project IDs as the project. Use
the Work Breakdown Structure window to view and edit the open project’s
WBS.

Add a WBS element Choose Project, WBS. Select the WBS element
immediately above and at the same hierarchy as the element you want to
add, then click Add.

Display Work Breakdown Structure Details by clicking the Display
Options bar and choosing Show on Bottom, WBS Details. Refer to the
following sections to establish basic WBS properties. To specify
additional information, refer to the following chapters:

m  Notebook tab — Setting Up the Enterprise Project Structure chapter

m  Budget Log, Spending Plan, and Budget Summary tabs — Defining
Budgets chapter

m  WBS Milestones — Using WBS Milestones later in this chapter

m  Ref Docs tab — Maintaining a Project’s Document Library chapter

m  Eamed Value tab — Defining Earned Value Settings for Specific WBS

Elements section later in this chapter

Display Work Breakdown —+

Structure Details so you can
add and assign information for
each WBS element you are
creating.
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General information Use the General tab to view and edit the selected
WBS element’s general information. This includes the code, name, status,
and responsible manager.

The user-defined dates the project/activity(ies) —
associated with the WBS element are
expected to start and finish; used during the
project planning stage, and set at the WBS,
EPS, or project level

General | Notebook | Budge! Log | Spending Plan | Budget Summany | WBS Milestones | Fief Docs | Eamed Vdue |

General

Anticipated Dates

WES Code WES Name Binticipated Start
[Bohimia 0 [Bohimia Nuclear Power Flant Operations Frojects |

Status Responsible Manager

Determines accessibility by [active =] [ Admnnsiator-3 o
Progress Reporter users to
activities within that WBS; a
status other than Active
disallows access.

Anticipated Finish

— The name of the selected WBS
element’s root OBS element

2 The Status setting also determines a project’s inclusion during

=| summarization; any activities within a WBS element that has a
status other than What-If are included in the summary run. For
more information about summarizing data, see the Using

Project Tools chapter. Other WBS statuses are Inactive and

Planned.
You can also directly edit Edit a WBS element Select the WBS element you want to edit. To
some WBS information in change the element’s position in the WBS, click the appropriate arrow
the Work Breakdown buttons at the bottom of the command bar on the right side of the Work
Structure table. Double- Breakdown Structure window. Display Work Breakdown Structure Details
click the information you by clicking the Display Options bar and choosing Show on Bottom, WBS

want to change, then type

Details, then enter new information in the tabs as described earlier in this
or select the new value.

chapter in Adding WBS Elements and Assigning Properties.

Delete a WBS element Choose Project, WBS. Select the WBS
element you want to delete, then click Delete. If the WBS element(s) you
want to delete has activity assignments, you are prompted to delete the
WRBS element and all of its activity assignments, or delete the WBS
element and reassign, or merge, all of its activity assignments to the
element’s higher-level WBS element. Click OK, then click Yes.

@ If you delete a higher-level WBS element, P3e also deletes all
=| elements contained in that element.
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How a WBS Element’s Status Affects Progress
Reporter Users

P3e recognizes four status types for WBS
elements: Planned, Active, Inactive, and
What-If.

Planned WBS elements Ifa WBS
element’s status is Planned, then Progress
Reporter users cannot view any activities
included in the WBS element. This prevents
Progress Reporter users from assigning
themselves to and performing work on activ-
ities assigned to a WBS element that is not
authorized for actual use.

Active WBS elements Ifa WBS element’s
status is Active, then Progress Reporter users
can view all activities included in the WBS
element. Depending on their Progress Reporter
privileges, users may also be able to assign
themselves to and perform work on activities
that are included in an Active WBS element.

If a WBS element belongs to a higher-level
WBS element, the element has the same status
as that element.

Inactive WBS elements Ifa WBS
element’s status is Inactive, then Progress
Reporter users cannot view any activities
included in the WBS element. This prevents
Progress Reporter users from assigning
themselves to and performing work on activ-
ities assigned to a WBS element that is not
valid.

Also, when scheduling, P3e interprets an
activity assigned to an Inactive WBS element
as an activity of zero duration. While the actual
duration you define for the activity does not
change, P3e schedules the activity’s start and
finish dates as the same date.

What-If WBS elements If a WBS
element’s status is What-If, then Progress
Reporter users cannot view any activities
included in the WBS element. This prevents
Progress Reporter users from assigning
themselves to and performing work on activ-
ities assigned to a WBS element that is not
authorized for actual use.

Ifa WBS element belongs to a higher-level
WBS element, the element has the same status
as that element.
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Using WBS Milestones

In the initial stages of project planning, the project manager, and other
individuals responsible for establishing project processes, need to decide
how P3e will calculate earned value, percent complete, resource use, and
financial data.

In P3e, you can add an unlimited number of WBS milestones, which can
also be used to calculate earned value. Milestones are assigned at the WBS
level, and each milestone is given a weight that indicates its importance to
the project schedule. When you mark a WBS milestone as complete, P3e
uses its weight to calculate the performance percent complete of all activ-
ities included in the WBS level. That is, the performance percent complete
is applied to all activities under that WBS level and then rolled back up to
the WBS.

For example, suppose a particular level of the WBS includes 10 activities,
and actual finish dates have been entered for 5 of these activities. The
same WBS level is also assigned four WBS milestones having equal
weights, but only one of these milestones is marked as complete. P3e uses
the completed WBS milestone to calculate the WBS level’s performance
percent complete as 25, even though half the activities included in the
WBS level are finished.

You may want to use WBS milestones when higher-level task increments
comprise a body of activities and you want to control the activities at the
WABS level. For example, to control the excavation work in site prepa-
ration, you might assign WBS milestones to the major steps required to
complete the excavation—such as drafting a plot plan, bidding excavation
work, and so on. Each of these milestones would contain the detailed
activities required to complete it.
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Because excavation is the culmi-
nation of the other milestones and
activities for the WBS element, its
weight is a larger number.

1
General | Notebook ‘ Budget Log | Spending Plan | Budget Summary |\/BS Milestonesl Ref Docs | Eamed ¥ alue |

The first two milestones (% Complete 20% /
are complete, and the
corresponding perfor-

WES Milestone Yfeight Completed |

Al Draft Plot Plan [v]
mance percent complete, =] Submit Plan to Township 1.0 I
relative to the other WBS 1 Bid Excavation Waork 10 O
mi/estones, is shown. 2] Set Soil Erasion Barier 1.0 r
=] Excavation Waork Beging .0 O

O add | X Delte| o | v |

24 If a WBS element has no activities beneath it, and you mark

=I| milestones as complete, the performance percent complete will
remain zero. To calculate performance percent complete, add a
dummy activity to the WBS element.

Add WBS milestones Use the WBS Milestones tab to add an
unlimited number of WBS milestones to a WBS element. Click Add, then
type a name for the milestone and assign a weight for calculating perfor-
mance percent complete for all activities in the WBS element.

P3e calculates this performance percent — — Type a number indicating the significance
complete, or earned value, based on the of this milestone relative to the others
weighted milestone(s) you mark as complete listed, and to calculate a corresponding
on this tab, independent of the child activities percent complete value when the
corresponding to the selected WBS element. milestone is marked Completed.
Beneral | Notebaok | Eudget Log | Epending Plan | Budgkt Summary | WBS Milestanes | Fief Dacs | Eamed Value |
Geoompee [ @ )
WEBS Milestone Wweight Completed
Funding Dbtained
=1 Project Go-ahead 1.0 r
=] Project Completed 20 r
O add | X Deleis| = | « |

— When you mark the checkbox for a
milestone, P3e calculates the performance
percent complete for the WBS element
based on the milestone’s weight value in
combination with the other milestones listed.
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How Weights Affect Percent Complete

If all weighted milestones for a WBS element have a value of 1.0 and you
have a total of four milestones, marking one as Completed would indicate
that the WBS element is twenty-five percent complete. If this same
milestone had a weight of 9.0, and the other three had 1.0 weights,
marking it complete would indicate that the WBS element is seventy-five
percent complete. P3e uses the following formula to calculate percent
complete from weighted milestones:

Actual Weight of Completed Milestones / Total Possible Weight of All Milestones

Applying this formula to the previous example, the completed milestone
has a weight of 9.0, and is divided by the total weight of all milestones
(12.0), to equal seventy-five percent complete.
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Assighing WBS Category Values

For more information about
defining a WBS category and
values, see the Defining
Administrative Preferences
and Categories chapter.

You can also include each
WBS element’s assigned
WBS category value in the
display by clicking the
Display Options bar and
choosing Columns,
Responsible Manager.

Select the value to assign to
the WBS element.

Depending on your security profile, P3e enables you to define a custom
category and category values for WBS elements. This category and its
values are not project-specific; you can assign category values to all WBS
elements in the EPS, which allows you to customize P3e to reflect your
organization’s terminology and unique requirements. This category and its
values also enables you to group, sort, and filter WBS elements throughout
P3e.

Establish a custom category and its values using the Admin Categories
dialog box. The Admin Categories dialog box appears when you choose
Admin, Admin Categories.

Assign a WBS category value Choose Project, WBS. Add the WBS
category as a column by clicking the Display Options bar and choosing
Columns, Customize. Select the WBS category name under General in the
Available Options area, then click the right arrow button to move it to the
Selected Options column; click OK. Select the WBS element to which you
want to assign a category value, then click the Browse button in the WBS
category column.
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Select the category value you want to assign, click the Select button, then
click the Close button.
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Defining Earned Value Settings for Specific WBS

Elements

To define default earned
value settings for all WBS
elements, choose Admin,
Admin Preferences, then
click the Earned Value tab.

Earned value is a technique for measuring project performance according
to both project costs and the schedule. This technique compares the
budgeted cost of work to the actual cost of work performed. While earned
value analyses are typically performed for WBS elements, you can also
perform an earned value analysis for activities and groups of activities.

Use the Earned Value tab in Work Breakdown Structure Details to specify
settings for calculating the selected WBS element’s earned value. Earned
Value cost, also known as the Budgeted Cost of Work Performed (BCWP),
is the portion of the budgeted total cost of the activity that is actually
completed as of the project data date; it is calculated as

Earned Value = Budget At Completion (BAC) x Performance % Complete

The method for calculating the performance percent complete depends on
the earned-value technique selected for the activity’s WBS.

Define earned value settings for a specific WBS element
Display Work Breakdown Structure Details by clicking the Display
Options bar and choosing Show on Bottom, WBS Details. Select the WBS
element whose earned value settings you want to define, then click the
Earned Value tab.

General | Moteboak. | Budget Log | Spending Plan | Budget Summary |WBS Milestornes | Ref Docs | E amed Value
T T for ki ({ percent let | T i For ki ETC
& Aclivity percent complete @ ETC = remaining cast for activity
ar
i WEBS Milestones percent complete ETC = PF * [BAC - BOWPY, where:
04100
C PF=1
50450 C PF=1/CPI
" Custom percent complete 3 ﬁ  PF=1/(CFl=5Fl)
 PF= 0.88

In the Technique for Computing Performance Percent Complete area,
choose the completion percentage method you want to use when calcu-
lating an activity’s earned value:

m  Activity Percent Complete: Calculates earned value according to
current activity completion percentages and the percent complete type
selected on the General tab of Activity Details
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WBS Milestones Percent Complete: Calculates earned value
according to completion of the WBS element’s weighted milestones,
rather than the completion percentages of the element’s activities

0/100 Percent Complete: Calculates earned value as 100 percent
only after the activity ends. Until the activity is complete, the
activity’s earmned value is zero percent.

50/50 Percent Complete: Calculates earned value as 50 percent after
the activity starts and until the activity ends. After the activity ends,
the activity’s earned value is 100 percent.

Custom Percent Complete: Calculates earned value as a percentage
you specify. This percentage applies after the activity starts and until
the activity ends. After the activity ends, the activity’s earned value is
100 percent.

In the Technique for Computing ETC area, choose the method you want to
use when calculating an activity’s estimate to complete (ETC) value:

ETC = Remaining Cost for Activity: Calculates ETC values as the
remaining cost to complete an activity (ETC = remaining duration of
activity * applicable resource rates)

PF = 1: Calculates ETC values as Budget At Completion (BAC) less
Earned Value Cost (BCWP). This method yields an optimistic result.

PF = 1/CPI: Calculates ETC values according to a Performance
Factor (PF) of 1 divided by the Cost Performance Index (CPI).This
method yields the most likely result.

PF = 1/(CPI*SPI): Calculates ETC values according to a PF of 1
divided by the product of the CPI and Schedule Performance Index
(SPI). This method yields a pessimistic result.

PF =: Calculates ETC values according to a PF you specify
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Defining Budgets

L
In this chapter:

Top-Down Budgeting
Establishing Budgets

Establishing a Monthly Spending
Plan

Tracking Budget Changes
Establishing Funding
Tracking and Analyzing Budgets

Budgets consist of the total estimated effort (or
quantities) necessary, and the cash flow
required, to complete a project. Before a
project starts, the resource/cost manager, along
with the operations executive, program
manager, and project manager, determine
scope and budget requirements, and set these
estimates. As requirements change, resource
and financial support are adjusted to
compensate for those changes. The individuals
involved in project funding and financial
support can perform top-down estimating and
log changes to the original budget in the
project planning stage, or after the project is
underway. P3e tracks these changes, while
retaining the original amounts. Read this
chapter to learn how to establish an original
budget, note and implement changes to it, and
track monthly spending and variance at various
levels in your enterprise—enterprise project
structure (EPS) node, project, and work
breakdown structure (WBS).
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Top-Down Budgeting

The ability to perform top-down planning is key to enterprise planning and
control. If an organization’s projects have a budget of $5 billion over the
next two years, the details probably will not be worked out until some
period after the first project commences. The structure used by a company
to organize its projects must be flexible enough to allow each project and
group of projects to maintain its work breakdown structure (WBS) and to
draw only against only against the resources normally allotted to it.

P3e facilitates a top-down budgeting approach to cost management. The
resource/cost manager or other person responsible for making decisions
about project launches generally establishes high-level budget estimates.
These estimates are set at each EPS node in P3e. Each project manager
distributes the budgets to the projects for which they are responsible in
each node, as shown in the following example.

Root

Set original budget estimate at EPS node. | Apex $6,000,000

Distribute original budget at the project level. P3e | Automate $3,000,000
does not roll up values, and distributed values do
not have to equal budget of higher-level EPS node.

Building |  $2000,000

Conveyor|  $1,000,000

Engineer $3,000,000

Design $500,000

Prototype|  $500,000

Build $2,500,000

Once budget estimates are set at the EPS level, you can establish a
monthly spending plan to keep track of cash flow for each node and
project.
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Automate| $3,000,000
JUL00 $50,000
AUGO00 $100,000
SEP00 $100,000
0OCTO00 $750,000
I A Adedia e

Apex $6,000,000
JUL00 $180,000
AUGO00 $360,000

l«—— Spending plan at EPS node

SEP00 $710,000
OCT00 $2,000,000

Building $2,000,000 Conveyor $1,000,000
JULO00 $100,000 JULOO $50,000
AUGO00 $150,000 AUGO00 $100,000
SEP00 $450,000 SEP00 $200,000
OCTO00 $450,000 OCTO00 $500,000
APOAPOA AP Do HT 7 NPT Pt 1™

A

Spending plan at project level

With spending plans in place, you can compare the monthly totals for the
EPS node with those of all projects in the node, to ensure monthly
spending does not exceed your original budget estimates.

Spending Plan Spending Plan Tally

(Apex) (Auto+Bldg+Conv)  Variance
JULOO $180,000 $200,000 -($20,000)
Negative variance indicates a
AUGO00 $360,000 $350,000 -($10,000) || need to reevaluate planned
spending during these months.
SEP00 $710,000 $750,000 -($40,000)
OCTO00 $2,000,000 $1,700,000 $300,000

If your projects use funding to support budgets, you can also set up a
Funding Source Dictionary, which you can then use to quickly assign
specific funding sources to budget items as you develop projects in P3e.

When estimates are firmly established, resource/cost managers and/or
team leaders can set budget amounts and spending plans at the WBS levels
for which they’re responsible. Resources and budgets can then be
allocated at the activity level.
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Once projects are underway, you can monitor budget changes using
change logs in P3e, and continue to track monthly spending as actual costs
are applied.

When your projects are complete, P3e also enables you to record and
maintain the benefit, or return on investment (ROI), of performing each
project. This value assists the operations executive in the strategic
planning process when undertaking future projects.

The remainder of this chapter discusses how to establish budgets,
spending plans, funding, and track changes.
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Establishing Budgets

Display Project Details by
clicking the Display
Options bar and choosing
Show on Bottom, Project
Details.

You can establish budget estimates at the planning stage, then refine them
as projects progress. Document budget changes as they occur, and then use
these changes to calculate the latest budgeted amounts for the project. You
can also record monthly spending of budgeted funds, track the current and
undistributed variance amounts, and roll up the monthly spending plan of
each project in a branch to its higher EPS nodes.

Set up the total budget for each EPS node in the hierarchy first, then enter
the applicable portion of the total budgeted amount to each project in the
node’s branch. Once these initial total amounts are entered, you can start
apportioning anticipated monthly spending amounts per project. P3e then
tallies the amounts for the projects so you can keep track of the total
spending plan and assess the variance between this total and the current
budget. This process is ongoing through the project life cycle. Close to the
completion of the project, you can better determine profitability and enter
the ROI. This amount can be used as a gauge when determining whether a
project of this type should be undertaken in the future.

Establish budgets Choose Enterprise, Projects, to open the Projects
window. (If you already set budget estimates for nodes and projects, open
the WBS window to enter budgets for the WBS levels in your projects.)
Click the Budget Log tab for the selected node/project (or WBS element).
Enter the total budgeted amount you anticipate for this project in the
Original Budget field.
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After you have entered budgeted totals for a node and its projects, you can
start apportioning anticipated monthly spending amounts for each of the
projects in the branch. Read the next section for more information.
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Establishing a Monthly Spending Plan

You can distribute the budget monthly for each EPS node and project to
create a spending plan. The Spending Plan tab also totals the spending
plans of lower levels of the EPS on a monthly basis so you can compare
how much you distributed at a high level to how much was actually
distributed at lower levels. In the following example, at the EPS node level
Apex, the spending plan for 00 JUL is $180,000. The combined spending
plans of Apex’s projects (Auto, Conv, Bldg) is $200,000. Because this
amount is $20,000 more than was planned, it appears in red ($20,000) in
the Undistributed Current Variance column.

¥ Primavera Project Planner for the Enterprise: Conv, Bldg, Auto [Conveyor System, Building System, Automated System)
File Edt View Project Enterpise Tools Admin Help

Projects . s

Back  [owad  Home  Di Help
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~ Display: Projscts 0O Add ‘
EPS 1D/ EPS Name/Project Hame = 2000 -
‘ TRevDsc] Tan [reb [Via [P e on [ 1 [Fag e[ | °c Deele
(2 Engineering Projects % Cut ‘
2 Autemeled Sstem - o |
23 Conveyar System 4
4 Buikding System 07-4ug 00 B P
b Project Design - -
4 _>l_| Al _"_I

General | Dates | Notebook | Budget Log | Spending Plan | Budget Summary [ Funding | Codes | Defaults | Resources | Setings |

Spending Plan Spending Plan Tally | Undistributed

Current ¥ ariance
—

Benefit Flan

Benefit Plan Tally |

ol

Fefiesh I [User: admin [Data date: 27)5ep-99 [ [
Monthly spending plan of levels — — The difference between the
beneath the EPS node selected EPS node’s monthly

spending and that of its

projects’ tallies.
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Enter monthly spending amounts at the EPS level Click the
Spending Plan tab in the Projects window for a selected EPS node or
project. Enter total expenditures for each month in the Spending Plan
column. The Spending Plan Tally column shows any amounts previously
recorded for project spending plans.

You can also use the Spending Plan tab to establish a monthly benefit plan.
This plan helps you track the financial benefit of performing the projects
on a monthly basis. Enter the benefit amount, or profit return on your
monthly spending, in the Benefit Plan column. P3e also tallies the benefit
plans for the combined project amounts in a selected EPS node branch.
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Tracking Budget Changes

As projects progress, changes in scope, resource reallocation, funding
additions/withdrawals, or other factors that affect original budgeted
amounts, often occur. The Budget Change log enables you to track modifi-
cations that affect the budget; this log also provides a clear indication of
the who, what, when, where, and how behind the change(s).

Date Amount Responsible  |Status Reason

10-Jul-2000 500,000 Jane Brown Approved Irifl=tion

21-Jul-2000 1,000,000 Eileen Jones Mot Approved Estimated wrong
05-Aug-2000 250,000 FrankAndersan  |Pending Unforseen Circumstances

Change amounts are not incorporated in the current budget until these
amounts have an Approved status. Only authorized project participants
may issue budget changes and mark them as approved. You may post a
change amount as Pending; the program manager of the affected EPS
node, or the project manager of the affected project, must then mark the
amount as Approved or Not Approved. P3e recalculates the new budgeted
amount and adjusts the current budget based on approved changes to the
log:

Proposed Budget = Original Budget + Approved Budget Changes + Pending Budget
Changes

Current Budget = Original Budget + Approved Budget Changes
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[ Primavera Project Planner for the Enterprise: Conv, Bidg, Auto, Millipede, Elk, Motion, Spec-1, Bohimia C, Bohimia M, Bohimia... [IE] E3
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- Display: Projects [} Add |
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- L & Cut |
[= 4 [Construction | Construction Group
2 tuto Automated System 14-Jub00 0000 Cow |
23 Conw Conweyar System
3 Bldg Office Building Addition 07-Aug-00 DD—U[H m

General | Dates | Motebook | Budget Log | Spending Plan | Budiget Summay [ Funding [ Codes [ Defaults [ Resources [ Settings |

Enter the budget. As the — --1:Drigina|Eudgel 65,000,000 uu)@nemaudgel $77,000,00000 Proposed Budget:  [$83.933.000.00 )
|
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any changes. Status/ Date Amount| Respondkle Status Reason Char
= [Pending 00,00

o 30Har0 $4,450,000.00 Pending Change order funding fiom Manufacturi.. 2
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‘ Bl
00 Add | % Deleie
Fefesnll [User: admin |Dista date: 2K Sep-33 00:00_[Aecess Mode: Shared [

P3e calculates these fields
based on the original budget
and approved and pending

Click the Budget Summary tab to track budget and spending totals as
projects progress and changes occur. The Budget Summary tab enables
you to see the current budget, distributed current budget, and benefit plan
totals so you can get an overall picture of how your projects are doing
financially.

— Current Budget - Total Spending Plan

General ‘ Dates | MNotebook | Budget Log ‘ Spending Plaf | Budget Summaryl Funding | Codes | Defaults | Fesources | Seftings ‘

Budget | | Spending Plan | Benefit Plan |
Current Budget Current Variance Tatal Spending Plan Tatal Benefit Plan

I $121,800,000.00 (l $115,930,000.00 ) | $5,870,000.00 I $10.542,067.00

Unallocated Budget Undiztributed Current Yariance Total Benefit Plan Tally

I $7.700,000.00 ( $662.000.00 ) I $5.700,000.00

Digtributed Current Budagt Tatal Spending Plan Tally

I $114,100,000.00 $5,208(000.00

Total Spending Plan - Total Spending Plan Tally —
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Establishing Funding

If you are working on government, capital, or other projects that are tradi-
tionally funded by sources outside or within your organization, you can set
up a Funding Source Dictionary, which you can then use to quickly assign
specific funding sources to budget items as you develop projects in P3e.

You can apply unlimited Define funding sources Choose Enterprise, Funding Sources. Select
funding assignments to the funding source immediately above and at the same level as the fund
each EPS and project you want to add, then click Add. You can set up the Funding Source
level. Dictionary as a hierarchy to categorize and group similar funds, such as

those affiliated with a particular agency.

Type any additional information about the fund in the Description area
using HTML editing features, which include formatting text, inserting
pictures, copying and pasting information from other document files
(while retaining formatting), and adding hyperlinks, then click Close.

2 To display your funding hierarchy as a chart, click the Display
=| Options bar and choose Chart View.
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The funds you establish are — IR |

global, or available to any
EPS node or project in your
EPS hierarchy.

Use the arrows to change the
placement of a selected fund
in the hierarchy.

Specify your funding source,

= Dizplay: Funding Sources

uill

Funding Source

E|--E_l| Capital Fund
; - General Fund
ederal Fund

=
Bank of America

E|--E_l| Govemment

! E Federal &gency
E State Agencies
Froject Enterprize Group
Budget Rebate

& o |
0 Add
X Del/ Merge
é{; Cut
Copy

Funding Source Mame

IFederaI Fund

Description

Funding Source

amount, and budget share
percentage at the EPS or
project level.

X
Fie Edt View Project Enerpise Took Admin Help
i 4 4t * )
Projects Back Fowad  Home  Dit Help
B H & ] R
- Display: Projects 0O Add ‘
EPS 1D/ Project ID EPS Name/Project Name 2000 B (s
ov[Dec [ Jan [Feb]Mar [ Apr [May[Jun [ Jul [Aua[Sep[Oct [N Bt
= <b Electronics  Elecronics | % Cu ‘
2 MM Mallard Manufacturing
@ RC Russell Compulers — e | co |
= < Hydraulics Hydraulics Division
" -+ Display: Funding Sources Pasts
T . s [Pose |
= - = 5 Funding Souce = e
4 * 4
General | Dates | Notebook | Budget Log [ Spending Plan | Budget Summary [ Fundin By Tractors =
(B Millpede Tractors
e Sl Coporate Overhead @

={E Intemal Divisians
E-[EY Manufacturing

{4 Electranics
{B Hydraulics
(B Power
{2 Construction
O add | X Delete I
i | [User: admin [Dala date: 27-52p-99 00.00_|Acoess Mode: Shared

The fund share value is the portion of the total funded amount contributed
by the funding source for the assignment. You can assign the same funding
source multiple times with varying monetary amounts and share contribu-
tions for different levels of the EPS. You define both the amount and share
not roll up; you edit them for each EPS level

values for the fund. Funds do

to allow for top-down planning. You can add a Total Funding column in

the Projects window to display the sum of the funding for each project and

EPS node.



Defining Budgets 137
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Tracking and Analyzing Budgets

P3e’s resource and cost spreadsheets provide an overall picture of unit and
cost budget distributions, along with the variance amounts resulting from
current use versus original estimates at the activity level. At the EPS level,
you can customize columns and produce reports to display original budget
amounts per project, along with the current variance amounts. This is
beneficial in the early stages of your projects when you may not have all
resources and estimates in place to cover the scope and goals set forth by
upper management.

Create a layout for budget and variance comparison Open the
Projects window, then click the Display Options bar and choose Columns,
Customize. You can select any budget-related columns from the list of
choices. The following example compares the original budget amounts
assigned to the projects and the current variance resulting from budget
spending on those projects to date.

[ Primavera Project Planner for the Enterprise: Conv, Bldg, Auto, Millipede, Elk, Mation, Spec-1, Bohimia C, Bohimia M, Bohimia... IIE] E3
Fle Edt View Project Enterprise Tools Adwin Help

P I’Oj ects E::k Fnl&ard H?ne Eﬂ: I%p
B E& il ® 2 EE
- Display: Projects O Add |

EFS ID/ Froject ID EFS Name/Project Name Oiginal Budgel Current Variance| =
X Delete

dra $201,000,000.00 $128.063,800.00 X Cut
= /b Construction Construction Group $65,000,000,00 (52,640,800.00)
23 Aute Automated System $0.00 Copy
2 Conw Conveyor System $0.00
23 Bldg Difice Building Addition $0.00 B Fae
= 2% Manufacturi... Manufacturing Division $121,800,000.00 $115,930,000.00
= <} Electronics Elecronics $58,450,000.00 $58,450,000.00
3 MM uf $0.00

ENECIE o

[ <} Hydraulics $47,800,000.00 $50,442,000.00

$5,400,000.00

$2,400,000.00

$2,400,000.00

Praojects for John Elk Tractors $1,800,000.00
Customer: John Elk Tractors

... Projects for Millipede Tractors $800,000.00

23 Milipede Customer: Millipede Tractors

2 4 Motion-1 Projects for Motion Systems

Fererl [User admin |Dsta date: 27-5ep-93 00:00_[Aocess Mode: Shargd |Baseline: Current Project

When current spending differs from original —
budget estimates, a variance results. A variance
amount shown in parentheses indicates a
negative variance amount for the project.
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For more information about Print budget reports You can also print preformatted reports or create

running reports in P3e, see new reports to track budget amounts at the project, WBS, activity, and cost

the Customizing Projects . .

chapter: account levels. The following example contains a summary of current
budget amounts, the actual costs to date, and the budget amount remaining
per project, along with the budget amounts per activity.

11-Feb-00 11-Feb-00

EX-01 Expense Summary By Project

User's Notes:

Project Name Finance System Upgrade

Expense ltem Activity ID Budgeted Cost Actual Cost ining Cost
Product manuals A1370 $2,700.00 $0.00 $2,700.00
User training facilities A1410 $8,000.00 $0.00 $8,000.00
Test machines - stress testing A1280 $12,500.00 $0.00 $12,500.00
Testing software A1250 $4,500.00 $0.00 $4,500.00
Risk Management Consulting A1050 $12,000.00 $9,000.00 $4,500.00
Test machines - unit testing A1220 $12,500.00 $10,000.00 $4,000.00
Network and computer hardware A1360 $35,000.00 $0.00 $35,000.00
Subtotal $87,200.00 $19,000.00 $71,200.00
Project Name Project Administration

Expense ltem Activity ID Budgeted Cost Actual Cost ining Cost
Risk Management Consulting A1050 $12,000.00 $9,000.00 $4,500.00

Page 10f8
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The following report example shows earned value totals at the highest
WABS level, which is equivalent to the EPS nodes and projects in P3e.

Conveyor System, Office Building Addition, Automated System, Project Start 19-Jul-00
Customer: Millipede Tractors, Customer: John Elk Tractors, Customer: Project Finish 27-Mar-01
Motion Systems, Hydraulics to Specifications, Bohimia Nuclear Power Data Date 27-Sep-00

EV-02 Earned Value By WBS

User's Notes:

WBS Code WBS Name BCWS BCWP AcwP BAC
Assembly Assembly Lines $32,256.20 $31,159.20 $36,212.05 $169,191.60
Facilities Facilities $9,232.00 $6,824.00 $9,864.00  $3,081,877.43

Construction Capital Projects $41,488.20 $37,983.20 $46,076.05  $3,251,069.03
Electronics Elecronics $652,019.78 $134,400.00 $148,580.00  $3,000,210.00
Hydraulics Hydraulics Division $9,515,088.78  $7,320635.57  $3,271,622.35  $41,138,421.85

Manufacturing Manufacturing Division $10,167,108.56  $7.45503557  $3,420,202.35  $44,138,631.85
Diver Diver Nuclear Power Station $636,872.98 $435,060.00 $960,868.00 $997,560.00
Morris Morris Nuclear Power Station $579,312.98 $190,000.00 $919,076.00 $940,000.00
Bohimia Bohimia Nuclear Power Station $54,915.00 $55,025.00 $116,470.00 $298,668.33

Power Power Generation Division $1,271,100.95 $680,085.00  $1,996414.00  $2,236,228.33

Hydra Hydra Corporation $11,479,697.72  $8,173,103.77  $5462,69240  $49,625,929.21

(c) Primavera Systems, Inc.
Page 1 of 1

For information about
assigning and analyzing
budgets at the WBS, activity,
and cost account levels, see
the Reviewing Work
Breakdown Structures,
Working With Activities, and
Working with Cost Accounts
and Project Expenses
chapters, respectively.
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Establishing Project Codes

L
In this chapter:

Defining and Assigning Project
Codes

Grouping, Summarizing, and
Filtering by Codes

You can organize the projects in the enterprise
project structure (EPS) in groups according to
specific categories, such as location and
manager, using project codes. P3e supports an
unlimited number of hierarchical project codes
so you can establish as many as you need to
meet the filtering, sorting, and reporting
requirements for your projects. For example,
use project codes to arrange projects hierarchi-
cally when your EPS contains many projects

within many levels.

Read this chapter to learn how to set up project
codes, assign code values to projects, and use
project codes to organize your enterprise

layouts.
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Defining and Assigning Project Codes

In your enterprise structure, you can use project codes to group projects
and consolidate large amounts of information, and to generally distinguish
one project from another. You can group by project code in the Open
Project dialog box and in the Projects window, by right-clicking anywhere
in the dialog box or window, choosing Group and Sort By, then selecting
the project code name. All projects assigned a value for that code will be
opened in the Open Project dialog box or the Projects window, grouped by
their corresponding value. Any project not assigned a value for the project
code is placed at the bottom of the window under a No Code group band.

i Dpen Project E

@ Table Font and Colors...

Ty Evpand Al
= Collapze All

AN T f@ Corciunt 23 Colonel-2 Colonel Motaors Projects Active
= =3 Milipede Customer: Milipede Tractors  Active n [Users...
‘2 Colonethtan E} Clients =9 Ek Customer: John Elk Tractars  Active
=3 Colonsi Dt 23 Spec-1 Hydraulics to Specifications  Active Help
L= Fuzzell Computers Active

Automated System

Choose to group the selected

@4 Find Crl+F . A
Fird Hest 1 projects by project code; all
predefined project codes are
= B Fredss Contveyor Systern 2 Users... available in the Group and Sort
Pl Columns . Office Building Addition & By menu.

. Display: Projects

v ()€

Diivigiond Project 1D
T

Division: Man Manufacturing

= i3 Division: Power Power Project

EPS Mame/Project Mame

23 Bohimia C Bohimia Muclear Power Plan... Active
Access Mode

239 Moz C Mount Morris Capital Projects  Active

" Exclusive {* Shared " Read Only 23 Diver C Diver's Point Muclear Power...  Active
23 Marris M Mourt Marriz Power Plant M. Active
23 Diver M Diver's Point Muclear Power...  Active
3 Moariz 0 Mourt Marriz Power Plant 0. Active
3 Diver0 Diver's Point Muclear Power...  Active
23 Bohimia M Bohimia Muclear Power Plan... Active
239 Bohimia O EBohimia Muclear Power Plan... Active LI

'WwHS Status

Ll

0 Cancel

Access Mode

) Erclusive

& Shared € Fead Hhly

Project codes are set up in the Project Codes Dictionary, which is available
to the entire enterprise. You can create values for the predefined codes
provided in P3e, or you can create new project codes and values for use
with your projects. Assign code values to projects using the Codes tab in

Project Details.
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Define project codes and values Choose Enterprise, Project Codes.
Click Modify in the Project Codes dialog box, then define as many project
code definitions as you need.

—— Click Add, then supply a project code

name, along with the number of

Select Project Code

| characters that will be available for each

I Product

. Display: Product

=l B Modiy.. code value.

il Project Code Definitions

(g HydraIntern

------ f@ Hydra.Client
(5 Elect

Code Y alue =| Code Description

. Digplay: Project Codes | = Close
| A Froject Code =
Custom Projects for Clients b4 De (g Product N | Add

Electronics

% [ |& Diviion b4 Delete
(5 Power :

o (5 Construct - Sl o

g e ~  Shiftdown

4 - Help
-
H

Project Code Mame ﬂax Length
] [N [ e

To add values to a project code, click Close in the Project Code Definitions
dialog box. In the Project Codes dialog box, select the project code for
which you want to establish values, then click Add and type the values and
descriptions. To change a code value’s position in the project codes
hierarchy, select the code, then click the appropriate arrow button. For
example, if you create a code called Funding Source, you may then want
to specify code values for the different sectors from which the funding is
received, such as Private, Public, and Government Agency. Within these
sectors you can create values for the specific funding sources. To indent a
source beneath a sector, first select the source, then click the up or down
arrow buttons until it is directly below the sector. Click the right arrow
button to indent the source.
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i Project Codes E
Select Project Code |
IFunding Source j B Modify...
. Display: Funding Source | @ sz
Code Y alue =| Code Description
= Public Public Sectar 0 P
----- (3 Public. Mewman Mewman Fund
e (5 Public. Barclay Barclar Group b4 Delete
=+ Private Private Sector Click the
[ [ Private. Ezcrom Escrow Account arrows to

rivate. [Mew] move values
up or down in
the list, or to
change a
selected
value’s

Help position in the
hierarchy.

f@ Govern. Agency Government Agency

JCN i

To see a graphical display of your project codes hierarchy, click the
Display Options bar and choose Chart View. You can also modify the
appearance of the table or chart using the other menu commands available
from the Display Options bar.

If the Codes tab is not Assign project code values In the Projects window, select the
shown in Project Details, project for which you want to assign project code values. Display Project
right-click in the Details Details by clicking the Display Options bar and choosing Details (the box
area of the Projects next to the command should be marked). Click the Codes tab, then click
window and choose

Assign. In the Assign Project Categories dialog box, click the value for the

Customize Project Details; applicable code, then click the Assign button.

select Codes from the list
of available tabs, click the
right-arrow button to move
it to the Display Tabs
column, then click OK.
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Click the Close button in the Assign Project Categories dialog box when
you are finished assigning project code values to the project.

You can also assign several values at once. Press and hold the
= Citrl key, then select each value you want to assign. Click the
Assign button.
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Grouping, Summarizing, and Filtering by Codes

Group by project codes so the —]

layout is easy to read.

To select the bars
included in the Gantt
chart, click the Display
Options bar, then choose
Bars.

Use project codes to group projects in Activity table and Gantt chart
layouts within the Projects window. Grouping enables you to focus on a
particular aspect of projects, such as product line or location. In the
following example, projects assigned the same division values are grouped
together and identified by description bands. Current bars, which represent
the early or actual start and finish dates for each project, and summary
bars, which represent all projects within each group band, are included in
the layout. The summary bar begins at the earliest start date of all projects
that are assigned the code value and extends to the latest early finish date
of all projects that are assigned the code value.

il Primavera Project Planner for the Enterprise: Conv, Eldg. Auto, Millipede, Elk. Motion, Spec-1, Bohimia C, Bohimia M, Bohimia... [HJ=] B3

Fle Edt View Project Enterprise Tools Adwin Help
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29 Bohimia M Bohimia Muclear Power Plant b 115ep00 1600 o 16
29 Bohimia 0 Bohinia Nuclear Power Plant T | |10 108 Dec99 1600 d
-
Automated System E— TEIur00 00,00
Conveyar System —
ject T Division: Corp C
A7 A i 0 AR
» 4 _bl_l
Refresh [ [User: admin [Data date: 27-5ep-99 00:00 _ [hccess Mode: Shared [
— Current bars

Summary bars —

Group by project code Click the Display Options bar, then choose
Group and Sort By. Choose a specific project code or choose Customize to
include additional codes or other project elements in your layout. P3e
creates a group band for each Group By parameter you select in the Group
and Sort dialog box.
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You can customize the appearance of each group band,
choose whether to show summary data, indent the group
band, specify the lowest level you want to include for the
Group By element, and enter the time interval by which to
group date-related elements.

For more information about
summarizing data, see the
Summarizing Projects chapter
in Part 4.

i Group and Sort

™ Show Grand Tatals

| ]
™ Show Summaries Dm v 0K
Group By { | Indent | Tolevel [Group Interval | Font & Color [z Cancel

Division level 1 | | VA
Diivigion lewvel 2 11 Arial |
D 0O arial E ADD'}'

ivision level 3

Drivizion level 4 X Delete
Divison level 5

Division level B

B Sorting...
J» Default

Division level 7
Division level 8
Division lewvel 9

Diivision level 10 Help
Division level 11
Division lewvel 12 & Arial LI

IV Hide if empty

¥ Show Title

Click in the first row of the Group By column, then select the project code
or other parameter by which you want to group. You can group by more
than one item by adding additional rows. Mark the Indent checkbox for
hierarchical items to show all levels or only levels up to the number
indicated in the To Level cell. You can indent only one level per group. If
you select a date Group By item, you can select the time interval in the
Group Interval cell. To change the font and background color of the group
bands, double-click the Font & Color cell for each item.

Summarize project code groups By default, P3¢ summarizes the
data included under each group band at the group band level in the layout
and shows summary bars in the Gantt chart. If the Gantt chart is not
displayed, click the Display Options bar, then choose Show on Top, Gantt
Chart. The summary data are current up to the date when data were last
summarized in P3e.
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Bars E
Dizplay | Mame Timescale Filter Freview o oK
[ T5d ] 4N EPS Elements | Current Bar AllEPS Elements -
¥ | &l Projects Current Bar All Projects e 0 Cancel |
Mark to display a summary — ¥ Summary Current Bar Summary
bar for each group band in the B Appl
layout. If your layout is 0O Add
grouped by EPS also, mark
the Display checkbox for the X Delets
EPS Summary bar.
Bar Style Bar Lahels - Shift up
Shape | Vv =] | = v = ¥ Shift dowin
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Pattem lﬁ lﬁ lﬁ [ Diefault
Optionz | [~ Show when collapsed Row
™ Show for Surmmary Bars 1 ﬁ sk
To exclude the project details and show only a summarized band, double-
click the band. When a group is summarized, P3e adds a plus sign (+)
before the group band name. To summarize all groups in the layout, click
the Layout Options bar and choose Collapse All
Filter by project code In P3e, you can create custom filters that use
project codes to limit the projects that are included in the Projects window.
For example, to review only the projects within a specific division, select
the Division project code. Click the Display Options bar, then choose
Filter By, Customize. Click New in the Filters dialog box to add a filter.
4 Filter (O] x|
Identify the filter with a %ﬂterName [Eclone! Clients ) o oK
meaningful name. “ Display: Filtes | @ Cancel
Display all rows | Parameter | s Yalue
[&ll of the following) 0 Add

> Delete

é(; Cut
Copy
ﬁ Easte

[&ll of the following]
Select the filter —| [y of the Fallaving |

[lients

parameter. In this case,
all projects with the
project code value of
Colonel for the Clients

project code will be 1 : ) ‘
selected.
Help
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This layout contains the
projects selected by the filter.
You can also display specific
information for these projects
by modifying column data—
click the Display Options bar,
then choose Columns,
Customize.

Click OK to return to the Filters dialog box. The new filter is listed under
User Defined filters, and the corresponding select checkbox is marked,
indicating it is active. Click Apply to see the projects selected by the filter,
or click OK to apply the filter to the layout and close the dialog box.

[ Primavera Project Planner for the Enterprise: Conv, Bldg, Auto, Millipede, Elk, Mation, Spec-1, Bohimia C, Bohimia M, Bohimia... IIE] E3
Fle Edt View Project Enterprise Tools Adwin Help

Projects Bl
hE il #) 5 £F
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F €]

Foreerd  Home  Di Helps

"I [ -~ Display: Projects O Add |
EFS ID/ EPS Name/Proieet Name | Total Spending Flan Taly Froposed Budget Current Variance)
. X Delete

8 4 |[Hydra Corporation $85.510.800.00 $215.500,000.00 $128,063,800.00 2 Cut
= /b Manufacturing Division $5,208.000.00  $121.800,000.00 $115.930.000.00
E < Hytraulics Division $5,190,000.00 $55,650,000.00 $50,442,000.00 Copy

B 4 Custom Manufacturing $210,000.00
B2 4 Col Motors Projects

23 Colonel Motors Projects
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B Paste
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|
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Creating Calendars

] In P3e, you can create and assign calendars to
In this chapter: each resource and each activity. These

. calendars define the number of available
Adding Calendars .
o workhours in each calendar day. You can also
Modifying Calendars . . ) o
specify national holidays, your organization’s
holidays, project-specific work/nonworkdays,
and resource vacation days. P3e uses your
calendar assignments for scheduling and
tracking activities, and leveling resources. An
activity’s type determines whether the activity
uses the calendar of an assigned resource or its

activity calendar.

P3e enables you to link resource and project
calendars to global calendars. If you make
changes to a global calendar, P3e applies your
changes to all resource and project calendars

linked to the global calendar.

Read this chapter to learn how to add and

modify calendars.
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Adding Calendars

For information about
assigning global or project
calendars to activities, see the
Working With Activities
chapter.

For information about
modifying calendars, see the
Modifying Calendars section
in this chapter.

In P3e, you can establish an unlimited number of calendars to accom-
modate different work patterns. For example, if some activities require a
five-day workweek, while others are performed part-time (such as
Monday, Wednesday, and Friday) or during a specific timeperiod (such as
8:00 a.m. to 12:00 p.m.), you can create different calendars and assign the
activities and resources in your projects to them.

P3e supports three calendar pools: global, resource, and project. The
global calendar pool contains calendars that apply to all projects in the
database. The project calendar pool is a separate pool of calendars for each
project in the enterprise. The resource calendar pool is a separate pool of
calendars for each resource. You can assign resource or global calendars to
resources, and global or project calendars to activities.

Create a global calendar Choose Enterprise, Calendars. Choose
Global, then click Add. Select the calendar you want to copy for the new
global calendar, then click the Select button. Type the new calendar’s
name. To make the new calendar the default global calendar for activities
and resources, mark the Default checkbox. To edit the new calendar, click
Modify. To view the calendar’s assignments before changing it, click Used
By.

& ENGO - Global

Bohimia Muclear Power Plant Op...

B UsedBy...:I-gb 23 Bohimia 0

| * Global " Resource = Praject | & Projects € Resources
| .~ Dizplay: Global Calendars | = Close Projects using Standard 5 Day Workweek
Calendar Marne Default Project ID Praject ;I
Standard 5D 0 o T [
% Standard 5 Day Workweek Il =3 Milipede Customer: Milipede Tractars
B 24/7 warkwesk Schedule r b4 Delete =2 Elk Customer: John Elk Tractors
% 3-Day workwesk |l 23 Mation Customer: Mation Systems
% 4-Diay workwesk, |l =] Modiy.. 239 Spec-1 Hydraulics to Specifications
% F-Day workwesk Il =3 Bohirnia C Bohimia Muclear Power Plant M.
r
r

B UTI0 - Global

239 Morris C Mount Morris Capital Projects
. T Global 23 Marriz M Mount Marriz Power Plant Maint...
24 Diver C Diver's Point Muclear Power Pla...
23 Diver M Diver's Point Muclear Power Pla...
Help =3 b W allared bz fach rina =

Help |@ Cloze |
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For information about
assigning resource calendars
to resources, see the Defining
Resources and Roles chapter.

Create a resource or project calendar Choose Enterprise,
Calendars. If you are creating a project calendar, you must first open a
project. Choose Resource or Project, then click Add. Select the calendar
you want to copy for the new resource or project calendar, then click the
Select button. Type the new calendar’s name. To edit the new calendar,
click Modify. To view the calendar’s assignments before changing it, click
Used By.

i Calendars ]
| " Global " Resource {* Project

. Digplay: Project Calendars = Cloge

Froject? Calendar Mame

= [ Add

> Delete

B HModiy...
B UsedBy...
w t— Click to convert a

g 1724
q @ ToGkba resource or
B3 37125197 project calendar
B3 4-6-105,717.0-5U Help to a global
3 5-6-105.17-3.0-5U calendar.
B} 66-205.7-3.05U =l

Define resource shifts You can globally define shifts that span
specific workhours over a certain period of time, and apply one or more
shifts directly to the resources to whom they apply. P3e considers the shift
hours when calculating units and prices during leveling. The resource
calendar is used to determine when the resource can work, and the limits
for that period are determined from the shift definition on that resource.
Choose Enterprise, Resource Shifts. Click Add, then type the new shift’s
name. To edit the new shift, click Modify.
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i{| Resource Shifts E
| . Dizplay: Global Resource Shifts |

Shift Nam The total shift hours

A arif f

Ml : O Add must add up to 24
% 2nd Shift Manufacturing Staff h d h shift
B3 31d Shift Manufacturing Staff X Dekte ours, ana each shi
3} 15t Shift Plant Operations Staff must have a duration

B} 2nd Shift Plant Dperations Staff B Modiy.. of at least one hour.

% 3rd Shift Plant Operations Staff

i Define Resource Shifts: 1st Shift Manufacturing Staff

Defirie Shifts | B Close

Shift | Start Hour| Druration [Hrs]|
[FY 08:00 12 sk

The start hour must begin —
and end on the hour, for

example, 8:00 a.m., rather O add | X Dekete

than 8:30 a.m.

For more information about
resource shifts, see the
Defining Resources and Roles
chapter.
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Modifying Calendars

A calendar consists of a
standard workweek and a
list of exceptions.

Use more than one calendar when your projects contain activities that can
occur on different schedules. For example, suppose you are scheduling the
pouring of concrete. The concrete must cure after it is poured; curing,
however, does not stop on weekends. You can create one calendar that
specifies a normal Monday-through-Friday workweek and another
calendar that specifies continuous worktime. If you define multiple project
calendars, you must assign each activity to the specific calendar that
indicates the worktime available for performing that activity. P3e
schedules each activity only during the worktimes of the calendar to which
it is assigned.

You can also create multiple calendars to control the times when work is
performed by resources throughout your organization. You can then
associate different holidays/exceptions from the global calendar for each
work cycle to indicate individual resource availability.

P3e enables you to define hourly calendars and display hourly data in all
windows. Define the workhours for each day in the standard workweek.
Use the Calendar dialog box to view and edit a global, project, or resource
calendar.

Modify calendars Choose Enterprise, Calendars; choose the calendar
type (Global, Resource, or Project), select the calendar you want to
modify, then click Modify.
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Displays a yearly calendar so you can
select a specific month to view

Project Calendar: Conv Calendar 1

To change the displayed
month, click the appropriate
arrow.

March 2000

Tue | ‘wed Thu

Work, nonwork, and —— 7 a 9

exception times for the

selected calendar are 4 ps e

identified using different = = =
colors.

2 23 a0

Standard []  Monwork [] Exception [
Select the glObaI calendar on Inherit holidays and exceptions from Global Calendar:

which to base a selected
project or resource calendar.

Each calendar’s work/nonworktime is based on its standard workweek.
Click Workweek to change the standard times.

Calendar Weekly Hours

Wwiorkweek Hours o [al4

ﬁ whark | 0 LCancel |

b4 Monwark. Heln

To configure the working
hours, select a single day or Dap of the Week |
multiple days; the working
hours are displayed in the
Hours grid.

2 When multiple days are selected, the working hours from the
= first day in the selection are displayed.
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You can also double-click a
single hour to toggle
between work and
nonworktime.

To apply the same change
to all instances of a
specific weekday in the
displayed month, click the
weekday's column label.

To turn worktime off, select an hour or multiple hours in the Hours grid
and click Nonwork. To turn nonworktime on, select an hour or multiple
hours and click Work. When multiple days are selected, all changes made
to the Hours grid apply to each selected day.

The changes you make to the standard workweek are reflected in the
global, resource, or project calendar dialog box. The calendar dialog box
shows standard and nonworktime, and exceptions in the colors indicated
in the legend. A day identified as standard has worktime and matches the
work/nonwork time set up in the standard workweek dialog box; a day
identified as nonwork has all 24 hours turned off for the standard
workweek.

Apply exceptions directly in the calendar dialog box. You can click Work
and Nonwork for both selected days and hours. Click Standard for a
selected exception day to reset the work/nonwork time for that day of the
week as established in the standard workweek dialog box.

Delete a calendar Choose Enterprise, Calendars. Choose Global,
Resource, or Project, depending on the type of calendar you want to
delete. Select the calendar you want to delete, then click Delete. If activ-
ities or resources are assigned to the calendar, the Calendars in Use dialog
box is displayed.

Calendars in Use

The zelected calendars(z] are being uzed by at least one activity.
‘wiould you like to select a replacement calendar or link these
activities to the default global calendar instead?

r

Help | 0 Cancel | o QK

lar

To delete the calendar and link its assignments to a different calendar,
choose Select Replacement Calendar, click OK, then select a replacement
calendar when prompted. To delete the calendar and link its assignments
to the default global calendar, choose Link to Default Global Calendar,
then click OK.






Part 3

Implementing the Schedule

In this part:

Establishing Activity Codes
Working with Activities

Working with Cost Accounts and Project
Expenses



R ead this part to learn how to define and use activity
codes to organize and filter project activities, add
activities and relationships to projects, and monitor

project expenses using cost accounts.

Establishing Activity Codes describes how to structure
project data using activity codes so you can organize it in
different ways. Read Working with Activities to learn how
to create a schedule consisting of activities and resource
assignments. Tracking activity costs and earned value
throughout the project life cycle is discussed in Working

with Cost Accounts and Project Expenses.
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Establishing Activity Codes

L
In this chapter:

Creating Activity Codes and
Values

Grouping and Summarizing by
Codes

In P3e you can define a set of codes to
categorize the activities in your projects. You
can then sort, filter, and group activities
according to the activity codes and values you

assign.

This chapter describes how to use global codes
to organize project activities across an enter-
prise project structure (EPS) according to
specific categories, such as location and
manager. You will also learn how to establish
project activity codes to filter and organize
activities based on unique, project-specific

features or requirements.
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Creating Activity Codes and Values

Activity codes represent broad categories of information, such as
manufacturing, quality control, or location. For each code, you can define
specific values that further describe that category. For example, if your
organization has more than one location, you can create a Location code
with values such as New York, Los Angeles, and Chicago. You can then
associate activities with a specific location, such as New York. You can
define an unlimited number of values for each code.

Create global activity codes Choose Enterprise, Activity Codes.
Choose Global, then click Modify. Click Add, then type the name of the
global activity code. Specify the maximum number of characters for the
activity code’s values.

-I' Primavera Project Planner for the Enterprise: Conv, Eldg. Auto, Millipede, Elk. Motion, Spec-1, Bohimia C, Bohimia M, Bohimia... [J=] B3

File Edt View Project Enterprise Tools Adwin Help
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BET 5

7 Layout -DefaubwBS L | & Globd " Project O add
WES/ Activity ID Select Activity Code ‘ September 193¢«

[[05[12][13 X Dekt=
[Oiptimization Code | B Modiy |

8 MM Mallard

kS Cut
| @ s Comy

i Activity Code Definitions - Global

Plant layout

Capacity dischar Display: Activity Codes [ = Closs
Weight distibutio | £Ctlt Cods A= Ll
Replacement caf = STAD-DTHER STATUS O
Static load =, NSDGAOFF SITE DSGNR
General | Statue | esoure Lineas inuctancd <& ONDE-ON SITE DSGNA X Delete
= R, DBDN-ACTIITY LEVELS
Activity [£10.30 i
ZI Y W8 APRVAPPROVAL IND & il
= 1320-CONS TRUCTION ENG [ 1= Er—
Iaz = PMGR-PROIECT MANAGER
=, PMGR-PROJECT M w8, ALYLRES LYl PRI M
= PHAS-PROJECT PHA = JBKD-Plot Code 20
R TYPE-ACTITY TYP |y &
Activity Cods N M Lt
[Optimization Coffe I =
Assign | 5 Remave
B s | e |
Retresh [ [ser i Dt clster 27-5epe 88 00 [Acmss Morde: Shared [Bassline: Curmert Project
Activity code values - Activity codes

Create global activity code values Choose Enterprise, Activity
Codes. Choose Global. Select the activity code for which you want to
create a value, then click Add. Type the value’s name and description. The
value cannot exceed the maximum character length specified for the
activity code.



Establishing Activity Codes 163

Create project activity codes Open the project for which you want to
create activity codes, then choose Enterprise, Activity Codes. Choose
Project, then click Modify. Click Add, then type the name of the project
activity code. Specify the maximum number of characters for the activity
code’s values.

i Activity Code Definitions - Project

o Digplay: Activity Codes = Cloge
Project? Activity Code ;I
SR _I D Add
> Delete

e Shift up
¥ Shift down

& Make Global

&3 CREW-CREW
& SUBS-5UBS
= FRIR-FRIR
B ACTN-ACTH

Project activity codes are
listed beneath the name of the
open project.

G me STAT-STAT LI

': Help
Activity Code Mame Max Length

|RESF-RESP f4 ]

Create project activity code values Sclect the activity code for
which you want to create a value, then click Add. Type the value’s name
and description.

i Activity Codes E
" Global % Project

Select Activity Code |

Tl B Modiy.

PMGR-PROJECT MANAGER

“ Display: PMGR-PROJECT MANAGER

| @ Cloze

Code Y alue = | Description
5T Sam Truskey
: J5 Jack Sweeley D Add
& W Bill Ryan b4 Delete
= PS Phil Shallow
&3 WD Mike Dighl & Cut Use these arrows
Type the new value name and — | REm] f to indent/outdent a
description directly in these value in the
cells; the name’s length B P activity code
cannot exceed the length - hierarchy, and to
specified in the Max Length 1 - 4 ‘ move a selected
field for the code. value up or down
Help in the list.
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For instructions on assigning
activity codes and values to
activities, see the Working
with Activities chapter.

Convert project activity codes and values You can convert a
project activity code and its values to a global activity code with global
values. Choose Enterprise, Activity Codes. Choose Project, then click
Modify. Select the code you want to convert, then click Make Global.
Click Yes to convert the code and its values.

=4 If you change activity codes or values, P3e applies your

=l changes to all activity assignments. In addition, if you convert
project activity codes to global activity codes, P3e applies these
changes to all activity assignments.
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Grouping and Summarizing by Codes

Group by location and customer—j

so the layout is easy to read.

When you summarize an —

activity group, the early date bar
begins at the earliest start date
of all activities in the code value
and extends to the latest early
finish date of all activities in the
code value.

For more information about
grouping and sorting, see the
Grouping, Sorting, and
Filtering Data chapter.

Use global and project activity codes to group activities and projects in
Activity table, Gantt chart, and PERT layouts. Grouping enables you to
focus on specific activities, such as those within a particular phase or
department, or on a particular aspect of projects, such as product line or
location. The following example shows activities grouped by the global
activity codes Location and Customer.

il Primavera Project Planner for the Enterprise: Conv, Eldg. Auto, Millipede, Elk. Motion, Spec-1, Bohimia C, Bohimia O, Moris ... [MJE]EY
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Summary bars

Group by activity code In the Activities window, click the Layout

Options bar, then choose Group and Sort. Under Group By, click the first
available line, then select the project or global activity code by which you
want to group.
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— Group by as many fields as necessary for your layout.

— If you are grouping by a hierarchical element , you
can select the lowest level you want to include in
the layout.

For more information about
summarizing data, see the
Summarizing Projects
chapter.

Mark to display a summary bar ——¥

for each group band in the
layout.

i Group and Sort E
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X o
8 Arial B Sart...
8 Arial J» Default
T - |
Help
¥ Show Title = Hide i empty

Summarize groups By default, P3e summarizes the data included
under each group band at the group band level in the layout and shows
summary bars in the Gantt chart. If the Gantt chart is not displayed, click
the Layout Options bar, and choose Show on Top, Gantt Chart. The
summary data are current up to the date when data were last summarized
in P3e.
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To exclude the project details and show only a summarized band, double-
click the band. When a group is summarized, P3e adds a plus sign (+)
before the group band name. To summarize all groups in the layout, click
the Layout Options bar and choose Collapse All.
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Working With Activities

] Activities are the fundamental work elements
In this chapter: of a project. They are the lowest level of a

o ) work breakdown structure (WBS) and, as such,
Activities Overview

. L are the smallest subdivision of a project that
Adding Activities

o . directly concerns the project manager. If you
Defining General Activity

Information divide activities into steps, an activity’s
Defining Schedule Information primary resource is typically responsible for
Establishing Relationships managing and tracking the progress of the
Displaying Activity Details for steps, while the project manager is typically
Assignments responsible for managing and tracking the
Assigning Resources and Roles progress of the overall activity.

Assigning Activity Codes and

Adding Expenses This chapter describes how to add activities
Viewing Activity Feedback and and their properties in P3e.

Posting Resource Notes
Assigning Documents
Adding Steps

Viewing Activity Summaries
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Activities Overview

Activities represent work that must take place in a determined amount of
time. Use the Activity table or PERT layouts to add activities and build
your projects in P3e. Within these layouts, P3¢ enables you to define the
following activity information:

Activity ID and name — to uniquely identify and describe the activity

Predecessor and successor relationships — to define relationships with
other activities in the same project or in different projects in the enter-
prise project structure (EPS)

Activity start and finish dates
Activity calendar

Activity type, duration type, and percent complete type; whether an
activity is a milestone; how to keep an activity’s unit values, duration
values, and resource units/time values synchronized; and how to
calculate an activity’s percent complete

Work breakdown structure (WBS) element

Activity codes and values — to categorize activities
Constraints on the activity’s scheduled start and finish dates
Expenses

Reference documents, standards, and deliverables
Resources

Roles — to identify skill requirements for staffing the activity

Notes and feedback — to communicate with the resource(s) working
on an activity

Notes about performing the activity

Steps — to divide the activity into smaller units
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Adding Activities

Use the Activities window to create, view, and modify activities for the
open project. The Activities window can be divided into upper and lower
layouts. For example, show an Activity table, Gantt chart, Activity Usage
spreadsheet, or PERT in the top layout, and/or show Activity Details, an
Activity table, Gantt chart, Activity or Resource Usage spreadsheet or
profile, or Trace Logic in the bottom layout. Customize the layouts to suit
your requirements.

Choose Project, Activities, to display the Activities window.

il Primavera Project Planner for the Enterprise: Conv, Eldg. Auto, Millipede, Elk. Motion, Spec-1, Bohimia C, Bohimia O, Moris ... [MJE]EY
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To add an activity to a project, use the Activity table and Gantt chart, or
PERT. Depending on your user preferences, the New Activity Wizard may
be started to help you add an activity.

Add activities in the Activity table Seclect the activity immediately
above where you want to add the new activity, then click Add. To add an
activity to a specific group in the Activity table, you can also select a
group row and then click Add.
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Include the Gantt chart to see a timescaled —
version of your schedule as you add activities.

s Layout - Default WEBS Layout
WBS ! Activity D

Activity Name

Qriginal | Start | Ebruary 2000 | March 2000 | ;I
_le[ea]FJos[2]1a]as]_|

S Auto.2 Hardware 150.0d | 0 9 |
10.0d|14-5ep-89.

Site Preparation
Installation Begins

Type information directly in
the column cells for the

Install Electrical Power 240d 23-5ep99

tivit Test & Debug Line & 24.0d 10-Feb-00. Testd DEth L
hew activity... Testd, Debug Line B 24.0d 10Feb00 Test s DisbugL
Pilot Start Ling A 1.0d | 15Mar-00. 1 Filat Start Line e
YRR AT [ PRI
. _IJ . Feaiio _IJ
General | Statug | Fiesources | Predecessors ‘ Successors | Codes | Moteboaok, | Steps | Feedback | Fief Docs | Erpenses ‘ Summary ‘
Sty [aT145030 [New activiy Pioject [Buto
Activity Tupe Diuration Type % Complete Type Activity Calendar
...or use ACtIVIty Details to —| ITask Dependent j IFixed Duration j IDulat\on j % Standard 5 Day Warkweek J
Complete aCt’V’t,V infor- ‘WBS Fiesponsible kanager PFrimary Rezource
mation. IE Auto.2 Hardware _I IHydra Corporation Ia _I

Add activities in PERT In PERT, select the group band or an activity

box within the group band into which you want to add the new activity,
then click Add.
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B3 Auto Autom
Ry Aute.1 Systen
-

Tempe

AL
Frobot

The new activity was added

to this second-level WBS Systen
band. -y a3 Softw: —
group band. - g Auto.4 Trainir: revecun 2R

Femes  [oocres
El-23 Cony Carve
T il ]

General | Status | Resources | Predecessars ‘ Successors | Codes ‘ Mateboak | Steps ‘ Feedback | Ref Docs | Expenses | Summary |

il Activity |A11451 an INew activity Project IAuto
Activity Type Diwration Type % Complete Type Activity Calendar
ITask Dependent j IFixed Diuration j IDuratinn j % Standard 5 Day Workweek _I
WBS Fiesponsible b anager Piimary Resource
LH (fy Auto. 2.2 Robot Controller _I IHydra Corparation Is _I

@ If no groups have been set up in PERT, the activity will be
=| added to the bottom of the layout.
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Defining General Activity Information

Use the General tab to define general information for the selected activity,
including duration type, WBS assignment, primary resource, activity type,

and activity calendar.

In the Activities window, select the activity whose general information
you want to define. Click the Layout Options bar, then choose Show on
Bottom, Activity Details; click the General tab.

i’ Primavera Project Planner for the Enterprise: Cony. Bldg. Auto, Millipede. Elk. Motion. Spec-1. Bohimia C. Bohimia O, Morris ...

Fle Edt View Project Enterprise Tools Adwin Help

Layout Options bar —

ACtIVItIeS Back Foryerd Home: Dir. Help
BEY CEhEBitas HETE BE & QL 5EE
o Tavaut - Diefaull WO Lavout 0 add
L b Activity Name - July 2000 August 200 « |
= E[02]05[16[23[ 2006 [13]2_] &  Delets |
Bars...
FH Columns & Cut
Timeseale.. o 14-Jul 00 05:00, Ao Auton Copy
&) Table Font and Colors w1 4Jub00 0300, Auta.1 Sps
FERT) Option. oif P System Buyolt B P
Bottom L ayout Options: Feview and Approve System Cantioller
= B Approve System Design F Resones
Frepare Drawings for Temp Coniral Equipme
Group and Sort System Design i - & Rsicby Role
, e oo
StouonTap _’l_l S Pl %% Foks |

[ =5 Mo Battom Layout

3 Activity Detalls

ook [ Steps | Feedback [ Ref Docs [ Expenses | Summary |

=2 Activity Codes |

Hint Help

[ Activity Table
B Gantt Chart

*, Expard Al

Prgject [auto

& Predecessors

== Collapse Al

Activity Usage Spreadshest e Type

Activity Calendar

2 Suceessors

~ | B8 Resouwce Usage Spreadsheet
wes [0 sctivity Usage Profile

=] [ Stend=rd 5 Day workweek |

[ AT Epeterm Engieery LG Hesouce Usage Profe

2, Trace Logic

Primary Resouce
[a L]

Fererl [User admin

|Dsta date: 27-5ep-93 00:00_[Aocess Mode: Shared

|Bazaline: Current Project

To specify which Activity
Details tabs you want to
display and their order,
click the Layout Options
bar, then choose Bottom
Layout Options.

Generall Status ‘ Resources | Fredecessors | Succeszorg | Codes | Mateboak, | Steps | Feedback. | Ref Docs | Expenses | Summary |

il Ahivity |A1 0o IAssemble Estimate Team

Project IMM

Activity Type Duration Type

% Complste Tppe

Activity Calendar

j IDuralion

Fespansible M anager

ITask Dependent j IF\ked Duratian

WES

j % Standard 5 Dap Waorkweek, J

Frimary Resource

I?ﬁ MM.P5.1 Pre Sales Evaluation

;I ISam Tiuskey - Project Manager

Ia ST Sam Truskey - Project M J
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Activity type Select the activity type according to the activity’s function
in the project and the calendar that should be used for the activity during
scheduling.

To indicate that the activity’s resources are scheduled according to the
activity calendar, select Task Dependent.

To indicate that each of the activity’s resources are scheduled
according to the resource’s own calendar, select Resource Dependent.

To indicate that the activity’s duration is dependent on its predecessor
and/or successor activities, select Level of Effort (LOE). LOE activ-
ities do not have constraints and are considered to be ongoing;
examples include project management tasks, reviews, and meetings.
P3e does not include Level of Effort activities when leveling
resources.

All finish to start and start to start predecessors and start to
finish and start to start successors drive the start date of the
LOE activity; all finish to finish and start to finish predecessors
and finish to start and finish to finish successors drive the finish
date of the LOE activity.

To indicate that the activity marks the beginning or end of a major
stage in the project, select Milestone. Milestones do not have time-
based costs or resource assignments. P3e does not recognize durations
for milestone activities.

Duration type Sclect the duration type based on whether resources, the
schedule, or costs are most important.

To indicate that the activity has fixed resource availability, select
Fixed Units/Time. Choose this option when you are planning based
on resource assignments and resource availability is the limiting
factor.

To indicate that the activity’s duration is not subject to change,
regardless of the number of resources assigned to the activity, select
Fixed Duration. Choose this option when the schedule is the limiting
factor. You would enter an original duration for each activity, rather
than planned labor units.

To indicate that the number of units of the activity is not subject to
change, select Fixed Units. Use this type when you are planning based
on work effort or have fixed costs. You would enter planned labor
units (on nonlabor) rather than original duration.
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For more information on the Percent complete type P3e can calculate an activity’s percent

percent complete type, see complete according to activity duration, activity units, or a physical

Part 4: Updating and P & v ’ . .y ’ phy

Managing the Schedule. percent complete that you enter for each activity. You must define a
percent complete type for each activity.

m  To specify that the activity’s percent complete be calculated from the
actual and remaining duration, select Duration.

m  To indicate that the activity’s percent complete will be entered by the
user for this activity, select Physical.

m  To specify that the activity’s percent complete be calculated from the
actual and remaining units, select Units.

Activity calendar This field displays the selected activity’s calendar.
Click the Browse button to select a new calendar.

WBS Click the Browse button to assign a new WBS element to the
selected activity.

Responsible manager This field displays the name of the responsible
manager (in the OBS) assigned to the selected activity’s WBS element.

Primary resource This field displays the name of the selected
activity’s primary resource. The primary resource is the person responsible
for the overall work on the activity and for updating activity status. Click
the Browse button to select a new primary resource.
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Defining Schedule Information

For more information on
updating the schedule, see
Part 4: Updating and
Managing the Schedule.

Use the Activity Details Status tab to view and edit detailed schedule
information for the selected activity, including actual start and finish dates,
free float, total float, constraints, and duration. You can also view and edit
the activity’s labor and nonlabor unit values.

P3e automatically recalculates the time value and period you enter
according to the project's calendar and the standard timeperiod defined by
your network/database administrator. To view the available timeperiod
abbreviations, choose Admin, Admin Preferences, then click the Time
Periods tab. You must have appropriate access rights to edit Admin Prefer-
ences.

In the Activities window, select the activity whose schedule information
you want to define. Click the Layout Options bar, then choose Show on
Bottom, Activity Details; click the Status tab.

General ‘ Statusl Resources | Predeceszors | Succeszors ‘ Codes | Motebook. | Steps | Feedback. | Fief Docs | Expenses | Summary ‘

il Activity IAS] 039 ITest & Debug Line A Praoject IAuto

Duraticn | Status | . Labor Units |

Qriginal ¥ Started 10-Feb-00 .| Units 2 I 75% Budgeted I B.00d

Actual I 0.0d " Finished  [17-Feb-00 .| Exp Firish I X I Actual I 4.50d

Remaining | £.0d Fiemaining | 1.60d
Free Float I 00d  Constraint IStart On of After vl

At Complete I 5.0d &t Complete I E.00d
Total Float I 0od  Constr Date |1 0-Feb-00 I

Duration You would update the Duration fields when you are setting the
duration or updating the activity as a whole. (Most likely, the activity type
will be Task Dependent.)

m  To enter the original duration for the activity, in the Original field
enter the expected number of workperiods required to complete the
selected activity.

m  To enter the remaining duration for the activity, in the Remaining field
enter the remaining number of workperiods needed to complete the
selected activity. If the selected activity is in progress, type a new
number immediately followed by the timeperiod abbreviation.

ch: Use the General tab of the Admin Preferences dialog box to
=| specify the default duration for activities in all projects. Choose
Admin, Admin Preferences, then click the General tab.
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The % field name changes
depending on the percent
complete type set on the
Activity Details General
tab.

To enter a new at completion estimate, in the At Complete field enter
an estimate of the duration at completion time for the selected activity
(At Complete Duration = Actual Duration + Remaining Duration). If
the selected activity is in progress, type a new at completion estimate.

Status Once an activity is underway, update its start and finish dates and
other status information.

To enter the activity’s planned start date, click the Browse button in
the Started field, then select a date. If the activity has actually started,
mark the Started checkbox, then specify the actual start date in the
Started field.

To enter the activity’s planned finish date, click the Browse button in
the Finished field, then select a date. If the activity is now complete,
mark the Finished checkbox, then specify the actual finish date in the
Finished field.

/i“?l If the planned date you enter differs from its scheduled date,

you are prompted to apply a constraint to hold the activity in
place. If you do not constrain the activity, your dates are
overwritten when a schedule is calculated.

If the selected activity’s percent complete type is set to Duration, the
duration complete percent is calculated from the actual and remaining
durations. If the selected activity’s percent complete type is set to
Units, the Units % field displays the unit complete percent as calcu-
lated from the actual and remaining units. If the selected activity’s
percent complete type is set to Physical, you can enter its physical
complete percent in the Physical % field.

Eg:‘fl To edit the Physical % field, the activity must have started .

If the selected activity has started, the Exp Finish field displays the
date the activity is expected to end. (Only the primary resource can
edit this date in Progress Reporter.) Anyone who has access to the
project can edit this date in P3e. If the primary resource marks the
activity as finished in Progress Reporter, the Review Status and
Review Finish fields are displayed in P3e.
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The Labor Units amounts
in the Status tab total the
amounts for all resources
assigned in the Resources
tab.

The Review Status and Review Finish fields are displayed only
when the Primary Resources Can Mark Activities as
’Completed’ checkbox is cleared in the open project’s Project
Details Resources tab.

Free float is the amount of time the selected activity can be delayed,
without delaying the immediate successor activities.

Total float is the amount of time the selected activity can be delayed,
without delaying the project’s finish date.

The selected activity’s constraint type can be start on, start on or
before, start on or after, finish on, finish on or before, finish on or
after, as late as possible, mandatory start, or mandatory finish. You
can select a new type. Use constraints when activities must start or
finish at a specific time or date. P3e uses date constraints only when
they create a tighter schedule. For example, an imposed start on date
of December 1 will not affect a schedule-determined early start date
of December 15. Conversely, if an imposed start on or before date is
set to December 30, P3e schedules an activity whose early start is
December 15 to the imposed start date.

The Constr Date field displays the selected activity’s constraint date.
Click the Browse button to select a new date.

/=:

a—=

You can enter a constraint date only after you select a
constraint type.

Labor units Click the Labor Units Options bar and select Labor or
Nonlabor units or cost. You would most likely modify these fields when
you assign resources to the activity.

The budgeted amount is the expected number of labor or nonlabor
units or cost the selected activity’s resources will use.

The actual amount is the actual number of labor or nonlabor units or
cost the selected activity’s resources have used. If the selected activity
has started, type a new actual value.

The remaining amount is the remaining number of labor or nonlabor
units or cost the selected activity’s resources will use. If the selected
activity is in progress, type a new remaining value.

The at complete amount is an estimate of the labor or nonlabor units
or cost at completion time for the selected activity’s resources, (At
Complete Units/Cost = Actual Units/Cost + Remaining Units/Cost).
If the selected activity is in progress, type a new at complete estimate.
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Establishing Relationships

Create relationships between activities to indicate whether an activity can
begin only after other activities start or finish. Once you assign relation-
ships, schedule the project for P3¢ to calculate early and late dates for each
activity.

Establish relationships between activities in the same project, or link
projects by creating relationships between activities in different projects
within the EPS. You can define relationships to activities in any other
project (not including what-if/inactive projects), even if the project is not
opened in the current display.

P3e provides several methods for assigning relationships. Use PERT to
visualize the flow of logic as you link activities, or use the Gantt chart to
view relationships according to time. You can also use the Predecessors
and Successors tabs in Activity Details to assign relationships to activities
in the same project or in other projects in the EPS.

Relationship types and lag You can define the following four types
of relationships. Typically, you define relationships from the predecessor
to the successor activity.

- Finish to start. The successor activity can begin only
b when the current activity completes.

- ''|  Finish to finish. The finish of the successor activity
ﬁ depends on the finish of the current activity.

y m—— Start to start. The start of the successor activity depends
I v on the start of the current activity.

W . Start to finish. The successor activity cannot finish until
ﬁ the current activity starts.

When a successor activity cannot start or finish as soon as its predecessor
starts or finishes, you can define a lag time for the relationship. Lag is the
number of time units from the start or finish of an activity to the start or
finish of its successor. Lag can be a positive or negative value. For
example, a start to start relationship with a three-day lag indicates that the
successor activity can start three days after the start of its predecessor.



180 Part 3: Implementing the Schedule

While you are dragging the
relationship line between
two activities, P3e displays
a hint window that
indicates the type of
relationship that will be
created when you release
the mouse button.

P3e interprets lag times according to the successor activity’s calendar.
Consider two activities that have a start to start relationship with a two-day
lag. If the successor activity uses a seven-day workweek and finishes on a
Friday, P3e schedules the two-day lag on Saturday and Sunday (workdays
for the successor), even if those days are nonworkdays for the predecessor;
P3e then schedules the predecessor activity to start on Monday.

View relationships in the Gantt chart To assign relationships in the
Gantt chart, make sure relationships are displayed onscreen. Click the
Layout Options bar, then choose Bars. Click Options in the Bars dialog
box. In the Bar Chart Options dialog box, mark the Show Relationships
checkbox, then click OK.

Create relationships in the Gantt chart or PERT Drag the mouse
between any two activities that you want to connect. Point to the left or
right of the predecessor activity and drag the mouse to the left or right of
the successor activity. The mouse pointer changes to a 5 as you define
relationships.

Drag the mouse from the end of activity
CS410 to the start of CS420 to define a
finish to start relationship.

CEH0 94.0d CE420 94 .0cf
Reviewy Bids for 2.0d e |Avard Contract 1.0d
Coryeyor 2.0d hal 1.0d
04-Fek-00 07-Feh-00 05-Feh-00 035-Feb-00

@1 To modify or delete a relationship, double-click the relationship
=l line.
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Dissolving Activities

To maintain relationships when deleting activities, choose Edit, Dissolve,
in the Activities window. Dissolving deletes an activity and joins its prede-
cessor and successor activities with a finish to start relationship. The
selected activity to be dissolved must have a predecessor and successor.

I i Graraton ey 0108 e This sequence
[08-Feb00 15:28 |UB—FeerU‘15?2gd 05-Feb-00 15:28 @Fewu‘wsuzgd [09-Feb00 15:28 of activities can
oo S oo i ik fv?tif qﬂfgid
[02:Feb-00 15.28 [02-Feb-00 15:28 DPQVDFE:ESEIEEIIMWS 5 gga\r;;D:‘:hmE acti Vjities,
Dissolve
= activity AS600.
it Al (UEiEIEE 2 P3e automati-
cally joins
Fowtos activity
/DE]—FEIJ—EIEI 152 AS600’s prede-
— - i — cessor and
successor with
02-F eb-00 02-Feb-00 15:28 02-Feb-00 15:28 |07-Feb-00 15:28 a flnlsh to start
i E— relationship.
1.0d
IUBrFEh—DD 15:28 |09-Feb-00 15:254




182 Part 3: Implementing th

e Schedule

To assign a relationship
between projects, click the
Display Options bar in the
Assign Predecessors/
Assign Successors dialog
box, then choose Select
Project. Select activities to
define relationships the
same way as you would
from the same project.

Assign relationships using Activity Details In the Activities
window, select the activity to which you want to add a predecessor or
successor relationship. Display Activity Details by clicking the Layout
Options bar and choosing Show on Bottom, Activity Details, then click the
Predecessors or Successors tab. Click Assign. Select the predecessor or
successor activity you want to assign, then click the Assign button.
Double-click the Relationship Type field, then select a relationship type.
Double-click the Lag field, then type the relationship’s lag time value.

Click the arrows to move —|
from one activity to the next
activity in the display.

General | Status | Resources ‘ Predecessnrsl Successars ‘ Codes | Expenses | Feedback | MHoteboak. ‘ Ret Docs | Steps | Summary ‘

@ Activity [21620 |Froject Exscution Froject [NE Distrb
Activity 10 VlAclivity Mame ‘ Relatia... | LaglAcliwty Status ‘ PFrirnary Resource |
o= A1010 Perform project planning FS 0.0d | Completed PSCH.Phyliis Schweitzer
== A1020 Perform project staffing F3 0.0d | Completed JSAN.John Sanford

== A1030 Perform prablem tracking and resolution  FF 2.0d| In Progress JSAN.John Sanford

— A1040 Peirfarm configuration control

R Asswgn‘ Eﬁﬂemove| @+ GoTo
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This Trace Logic layout shows —

two levels for both prede-
cessors and successors.

Trace logic P3e provides a separate Trace Logic layout so you can
examine a path while still viewing the entire project. Click the Layout
Options bar and choose Show on Bottom, Trace Logic. In the Gantt chart
or PERT upper layout, select the activity from which you want to begin
tracing logic.

To move through the chain of activities, click a predecessor or successor of
the selected activity. To modify the number of predecessor/successor
levels, click the Layout Options bar and choose Bottom Layout Options.

[ Primavera Project Planner for the Enterprise: Conv, Bldg, Auto, Millipede, Elk, Mation, Spec-1, Bohimia C, Bohimia 0, Moris ... [BIIE] E3
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4 » @ * €]
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CEHy CELBRLeE FETE @% RAQAE 683
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= turs Colonel-Manufacture.2 Order 37348 &
sloneManfsct. O | o
W Colonehanufact . Ord & -
=23 Corwv Co. N Copy
g Conw.1 Sus.
Wy Conv.2 Fiel m
W Corw 3 Trai Colonel 24
E1-423 ColonebDM De 8  Resouces

[Erista [

e G|

[ ColonelDEM 1 Sh
g ColonelDiM.4  Bra
My ColonelDEM.2  Swi
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G Foks
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Fererl [User admin |Dsta date: 27-5ep-93 00:00_[Aocess Mode: Shared |Baseline: Current Project
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Displaying Activity Details for Assignments

Display the following Activity Details tabs so you can assign additional
project information:

Resources, which include the personnel and equipment that perform
work on activities across all projects. You can also assign and remove
project personnel job titles or skills, known as roles in P3e.

Codes, which are used to categorize activities according to your
organizational and project needs.

Notebooks, which provide additional information that further
describes the activity according to specific categories of information.

Steps, which divide activities into smaller units. You can apply a
weight to each step, which can be linked to the activity’s physical
percent complete for the completed steps.

Feedback, which allows you to exchange notes with an activity’s
primary resource to and from Progress Reporter.

Ref docs, which enable you to catalog and track all project-related
reference documents and deliverables.

Expenses, which are one-time expenditures for nonreusable items.
You can associate predefined cost accounts with expenses to
categorize them.

Summary, which displays detailed cost and unit information for the
selected activity.

Modify Activity Details tabs In the Activities window, click the
Layout Options bar, then choose Show on Bottom, Activity Details. Click
the Layout Options bar, then choose Bottom Layout Options. In the
Available Tabs column, click the tab that you want to display, then click
the right arrow button. To shift the tab to the left in the Activity Details
display, select the tab name in the Display Tabs column and click the up
arrow button; to shift the tab to the right in the display, click the down
arrow button.
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Assigning Resources and Roles

For information about estab-
lishing resources and roles for
your projects, see the
Defining Resources and Roles
chapter.

You can customize the
Resources tab columns to
include other information
for resources and roles.
Right-click in the Columns
area of the Resources tab,
then choose Customize
Resource Columns.

In the Activities window, select the activity to which you want to assign a
resource or role. Click the Resources tab in Activity Details.

General | Statuz | Resources | Predecessars | Successors | Codes | Natebook | Steps | Feedback | Ref Docs | Expenses ‘ Surmmary ‘

i‘ Activity |A2D.280 IFHE Prepare Electical Drawings Praject IMM

Femaining Units # Time | Criginal Lag | Start Finish
k... 12% 0.0d [ 17-Feb-001E:00 | 23-Feb-0017:00

- 3 49%

Resource

0.0d 17-Feb-0016:00 | 23-Feb-0017:00

Eal Add Resource | B2 AddRole | Ex Assign by Hole| 5 Hemove|

Click Add Resource to assign a resource to the selected activity; click Add
Role to assign a role to the selected activity. Select the resource or role you
want to assign. To assign multiple resources or roles, hold down the Ctrl
key, then click each resource/role you want to assign. Click the Select
button, then click the Close button.

To define detailed information, double-click each appropriate cell and
enter the resource’s or role’s information for the selected activity. To
replace a resource or role assigned to the activity, select the resource or
role you want to replace, click Add Resource or Add Role, then click the
Replace button. Select the new resource or role with which you want to
replace the existing resource/role, then click the Close button.

Recalculating Costs/Units for Assignments

If you want P3e to calculate costs from the units indicated or to recalculate
units based on actual cost, include the Cost Quantity Linked column in
Activity Details. If you mark the assignment’s checkbox for the Cost
Quantity Linked column, P3e notifies you that costs will be recalculated.
If no progress has occurred for the activity, the Budgeted Cost/Units,
Remaining Cost/Units, and At Completion Cost/Units are equal. When
you apply an actual start to the activity, and record an actual quantity value
or an actual cost value for the resource assignment, the Budgeted Cost/
Units value is retained and the Remaining and At Complete Costs/Units
are recalculated automatically.
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To analyze role use pertime- —

period or by selected role,
include a role usage profile in
the bottom portion of your
layout.

This activity usage spread-
sheet is organized by
resource, so you can see the
weekly spread of resource use
each month over the course of
each activity’s duration.

Roles with specific skill sets can be assigned resources to enable schedule
and cost planning until specific resources are identified. You can later
replace the role with the correct resource, based on the proficiency
requirements established for the role.

@ To remove a role assigned to an activity, the activity must have

=l a resource assignment. In the Resources tab of Activity Details,
double-click the role cell for the role you want to remove. (Add
the Role column if it is not included in the tab.) Click the Clear
button in the Select Role dialog box.

Assign resources to activities by role At least one role must be
assigned to activities to assign resources by role. Click Assign by Role; the
Assign Resources by Role dialog box lists the roles assigned to the
selected activity. The resources who can fulfill each role are listed below
it. Select the resource(s) you want to assign. Click the Select button, then
click the Close button.

Once you assign a resource or role and specify the budgeted units antici-
pated for its use on activities, you can use activity or resource spreadsheets
and profiles to track its use as the project progresses.
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Assigning Activity Codes and Adding Expenses

For information about estab-
lishing activity codes and
values, see the Establishing
Activity Codes chapter.

You can customize the
columns to include other
information for the
expense assignments.
Right-click in the Columns
area of the Expenses tab
and choose Customize
Expense Columns.

For information about setting
up expenses for your projects,
see the Working with Cost
Accounts and Project
Expenses chapter.

In the Activities window, select the activity to which you want to assign a
code and value. Click the Codes tab in Activity Details.

General | Status ‘ Resources | Predecessars | Successors ‘ Eodesl Expenses | Feedback | Notebook | Ref Docs | Steps | Summary ‘

i‘ Activiy [41880 | [Project Eveculion Project |TacltDie
|Activity Code | Code Yalue | Description ‘
=3 (4 Code PERF Perfomance

ocation Code JRTC

Eﬂ Agzign Eﬁﬁemnve

Click Assign. Select the activity code value you want to assign. To assign
multiple codes and values, hold down the Ctrl key, then click each code
value you want to assign. Click the Select button, then click the Close
button.

Add expenses to activities In the Activities window, select the
activity to which you want to add an expense. Click the Expenses tab in
Activity Details.

General | Status | Resources | Predecessors | Successors | Codes | Expensesl Feedback | MNotebook | Ref Docs | Steps | Summary |

i‘ Aetivity (21650 [Proect Execution Project IToo\&Die

EBudgeted Unitz

Expense ltem

F

| Expense Category | Accrusl Type Price / Unit| Budgeted Cost| Auto Comput.

ardware Installation Hardware End of Activity 20,000 $100.00 $2,000.00 cd
‘Wendor Hourly Expense | Conzulting Unriform over At 5.000 $50.00 $250.00 O

i

D st | X poe |

Click Add, then type the expense’s name. Double-click the item’s expense
category listing, click the category you want to assign, then click the
Select button. Double-click the Accrual Type cell, then select the
expense’s accrual type. Type the number of budgeted units you expect the
selected activity to use. Type the cost of each unit. P3e calculates and
displays the expense’s budgeted cost (budgeted units * price/unit) in the
Budgeted Cost field.
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For more information on To automatically calculate an expense’s actual cost based on the activity’s
automatically computing planned completion percentage, mark the Auto Compute Actuals

actuals, see the Updating, heckb

Scheduling, and Leveling checkbox.

chapter.

General | Statug | Resources ‘ Fredecessors | Successors | Codes | Expensesl Feedback | Noteboak | Fef Docs | Steps ‘ Summary |

i‘ Activity |A1 BED |Pr0\ecl Execution Froject ITDDI&DIE

‘Accrual Type |Budgeted Unils| Price / Unil| Budgeted Eost| Auto Comput.. | Actual Eosl|Vend0|
| $0.00

Uniform over Acti...

5.000 $50.00 $250.00 r $100.00 | CCS Coreulting

Uriiform owver Acti..

O 2a | X Delte|

To enter actual expense costs already incurred by the activity, type the cost
in the Actual Cost field. Type the name of the vendor business or organi-
zation to which the expense is payable.
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Viewing Activity Feedback and Posting Resource Notes

In the Activities window, select the activity whose comments you want to
view. These comments are added in Progress Reporter by the primary
resource for the activity. Click the Feedback tab in Activity Details.
Review the notes in the Feedback from Primary Resource area.

General | Status | Resources ‘ Predecessors | Successors ‘ Codes | Motebook | Steps ‘ Feedback | Ref Docs | Expenses | Summary ‘

i‘ Activity |A1 010 IAssemb\e Estimate Team Froject IMM

Nates to Resouces | Feedback from Primary Resowce [ Mew |
Dron't forget bo send E-Mai

In the Notes to Resources area, type any comments to the resources who
are working on the activity. The notes are then posted with the activity in
Progress Reporter for the resources to read.

Assign notes to activities In the Activities window, select the
activity to which you want to assign a note. Click the Notebook tab in
Activity Details.

General ‘ Status | Fezources ‘ Predecessorz ‘ Succeszors | Codes | Notebookl Steps | Feedback. | Fief Docs | Expenses | Summary |

i‘ Ativity |A1 010 IAssembla Estimate Team Project IHC

Notebook Tapic Purpase
A[EEE 212 EE W7 H
B
Meeded to set up parhicipant responsibilihes
' 3
[0 4dd | X Delete =l

Click Add. Select the notebook topic(s) you want to assign. These topics
are predefined in the Notebook Topics tab of the Admin Categories dialog
box. To make the topics accessible for assignment to projects, EPS nodes,
WBS elements, and/or activities, mark the appropriate checkboxes in the
Admin Categories dialog box. To assign multiple topics, hold down the
Ctrl key, then click each notebook topic you want to assign. Click the
Assign button.



190 Part 3: Implementing the Schedule

In the Purpose section of the Notebook tab, type a brief description for the
selected notebook topic. You can use HTML editing features, which
include formatting text, inserting pictures, copying and pasting infor-
mation from other information fields (while retaining formatting), and
adding hyperlinks.



Working With Activities 191

Assigning Documents

For more information about
reference documents, see the
Maintaining a Project’s
Document Library chapter.

Reference documents usually refer to standards and guidelines. These
documents enable you to catalog and track all project-related documents
and deliverables. Choose Project, Reference Documents, to set up the
documents.

Set up the categories for reference documents by choosing Admin, Admin
Categories, then clicking the Document Categories tab. Click the
Document Status tab to establish the different status codes you want to use
for the documents. Categories and status codes are then assigned to
documents in the Reference Documents window.

In the Activities window, select the activity to which you want to assign a
reference document. Click the Ref Docs tab in Activity Details.

General | Status | Resources | Predecessors | Successong | Codes ‘ Moteboak, | Steps | Feedback | Ref Docsl Expenses | Surnmary |

jl Aictivity |E3ZUD IF\rsl M anufacturing Fun Project ISpe:-W

Reference Document

Completed
[E] 05HA Manufacturing Safety

Eﬂ Assign | mﬁemova| - Deta\ls...|

Click Assign in the Ref Docs tab. Select the reference document you want
to assign. To assign multiple reference documents, hold down the Ctrl key,
then click each item. Click the Assign button, then click the Close button.

To view detailed information about and/or open a reference document,
select the item, then click Details in the Ref Docs tab.
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Adding Steps

You can divide an activity into smaller task increments called steps and
then assign weights to the steps to calculate the activity’s percent
complete. For example, three steps are assigned to an activity; the first step
has a weight of 2, and the second and third steps each have a weight of 1.
When you mark the first step (weight of 2) complete, the percent complete
is 50. When you mark the first and second steps complete, the percent
complete is 75. When all three steps are marked complete, the percent
complete is 100.

In the Activities window, select the activity to which you want to add a
step. Click the Steps tab in Activity Details.

General | Statug | Resources ‘ Predecessors | Successore ‘ Codes | Moteboak | Stepsl Feedback | Ref Dacs | Expenses | Summary ‘

You may want to use
weighted steps to status
activities in P3e when a
project consists of large
activities that encompass
distinct tasks.

i‘ Activity |A1145580 IFirslManufactulingHun Project ISpac-1
Percent| Complet_~ O5HA, safety compliance check
IS HA safiety co.. = = — = =
= EE = Ziz EE [w FE

= Werify Machine T... 1.0 5 M A It - =E WS E
i Check metrics a.. 1.0 ] r =
110 Machine | 30 B O bitpe/farrw. osha-

B9 M ks | an 1c l-_lﬂ sle.gow/Cshict data/OSH ACTE html

»

0 Add ‘ X Delete | - ‘ - | =

Click Add. Type the name of the new step. Type a brief description of the
step for the selected activity. You can use HTML editing features, which
include formatting text, inserting pictures, copying and pasting infor-
mation from other information fields (while retaining formatting), and
adding hyperlinks. To move the step to an earlier stage of the activity, click
the up arrow. To move the step to a later stage of the activity, click the
down arrow.

Enter a number indicating the weight of the step, relative to the other steps
listed for the activity. The weight can be any number between 0.0 and
999999.0. To indicate that the step is complete, mark the Completed
checkbox. The Percent column displays the percent value that corresponds
to the step’s weight.
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Setting Options for Using Weighted Steps

You must select Physical as the percent complete type in the General tab in
Activity Details to use weighted steps to calculate an activity’s percent
complete. The Physical % field in the Status tab of Activity Details then
becomes a calculated field, which displays the percent complete based on
the relative weights of the completed steps versus the incomplete steps.

In addition, you must mark the Activity Percent Complete Based on
Activity Steps checkbox in the Project Details Defaults tab in the Projects
window to base percent complete on weighted activity steps.

If you do not set these options, you can still edit the Weight and
Completed fields in the Steps tab, but they will not be used in any calcula-
tions. You will also be able to edit the Physical % field in the Status tab of
Activity Details.
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Viewing Activity Summaries

In the Activities window, select the activity whose summary information
you want to view. Click the Summary tab in Activity Details.

General | Status | Flesaurces | Predecessors ‘ Successars | Codes | Moteboak | Steps | Feedback | Fef Docs | Expenses | Summary I_

i‘ Ativity |B1221 220 |F‘HEL\MINAHY ENGINEERING PACKAGE SIGN-OFF Project IBoh\mia €

Budgeted Actual| Hemaining| % Complete| At Completi0n| Complete Variance|
Labor Units 50h 50k Oh 100% 50k Oh
Nonlabor Units Oh Oh Oh 0% Ok Oh
Duration 4.1d 53.0d 4.1d 0% 58.0d -53.9d

£+ Dizplay units i Display cost " Display dates

To view summary information about the activity’s units, choose Display
Units. To view summary information about the activity’s costs, choose
Display Cost. To view all of the activity’s start and finish dates, choose

Display Dates.
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Using Global Change

The Global change feature enables you to
make changes to all activities, or a selected
group of activities, at one time. You can use
Global change to edit existing values, assign
new values, or delete a group of activities from
your project.

P3e does not change data exclusively locked
by another user at the time you run Global
change. To obtain exclusive access, before
opening the project select Exclusive in the
Access Mode section of the Open Project
dialog box.

2 You must have access to the activities to which you want to make Global changes. If your
= security profile does not allow you to access all the activities, you will not be able to

commit the changes you make.

If statements control which project data P3e
changes. Then and Else statements specify the
changes to be made. You can define an
unlimited number of If, Then, or Else state-
ments. All Global change specifications
require at least one Then statement. If state-
ments are optional. P3e applies a Then
statement with no If statement to all activities
in the current filter.

P3e does not store multiple instances of Global
change specifications. When you choose Tools,
Global Change, the last set of conditions you
specified are the only ones available.

Add a global change specification
Choose Tools, Global Change. To add an If
statement, in the topmost section of the Global
Change dialog box, select whether to include
All of the Following conditions in the If
statement, or Any of the Following conditions
in the If statement. To add a Then and Else
statement, click in the Then section to define a
Then statement and in the Else section to
define an Else statement.

You can define Then statements without
defining either an If statement or an Else
statement. To define an Else statement, you
must first define an If statement. The following
global change example uses an If and Then
statement.

Display all rows Parameter Is Walue

This global change specifi-
cation selects all in-
progress activities with a
WBS assignment of Colonel-
D&M.4 or lower and
changes their remaining
durations by five days.

For more information — e 3
about Global change, Where WBS is under
see P3e’s online hclp And  Activity Status equals In Frogress

ColonetDEM.4

4 13

Then |Paramatal |\s |Paramele| |Dpelalnr ‘Va\ue

Remaining Duration | = Remaining Duration | - 5.0d

W -—-q
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Working with Cost Accounts and
Project Expenses

L
In this chapter:

Cost Account and Expense
Overview

Setting Up a Cost Account
Structure

Adding Expenses and Entering
Cost Information

Defining Expense Details

Analyzing Costs

Cost accounts enable you to track activity
costs and earned value throughout the project
life cycle. Set the default cost account at the
project level so that it is automatically assigned
to the project’s activities. Cost accounts are
established in a hierarchy available to all
projects in the enterprise project structure
(EPYS).

Expenses are nonresource costs associated
with a project and assigned to a project’s activ-
ities. They are typically one-time expenditures
for nonreusable items. Examples of expenses
include materials, facilities, travel, overhead,

and training.

Read this chapter to learn how to set up cost

accounts and add expenses.
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Cost Account and Expense Overview

In P3e you can create cost accounts that you can assign to activities in any
project. Cost accounts are hierarchical and they enable you to track
activity costs and earned value according to your organization’s specific,
cost account codes.

-I' Primavera Project Planner for the Enterprise: Conv, Eldg. Auto, Millipede, Elk. Motion, Spec-1, Bohimia C, Bohimia M, Bohimia... [J=] B3

File Edt View Project Enterprise Tools Adwin Help

i 4 ) & F €]
Projects Back Fowad  Home  Dir Helps
B E& il ® 2 EE
- Display: Projects O Add |
EPS ID/ EPS Name/Praject Name ' 2000 -
B e e 2 T AR |
. Cost Account 1D <] CostAccount Ham | 9 L3 on
You can assign a default E——— o o
parent cost account for each 2 Corvegn Sy PR uterted Syt [ -
. . ] AT Con12 G Syt y R
project in the Projects 3 Oife g tadlen. B orepingn [m— —
. ) B =1 2» Manufacturing Divisien ERE 9
window, then assign the child =) Hecranics [E4Con 100800 | Documentation Se
R TTV— &1 Con 100300 Travel and Living hd

cost accounts when associ- [EyCon 100400\ Shipping and Ml =

ating expenses with activities. T Man Manulsctuing Divi
General | Dates | Notebook | Budget Log | Spe [Ey Man C100 Labor Acsounts sources [ Settings
[+
Default Settings B[ Man Aad Electronics Divisior |
{2 Man C-200 Outsourcing
Price / Time for activities without resources {5k Man M-100 arutacturing Mat
[P Mar.0-100 esian Expenses T
I~ Activi pereen complele based on activit| 4 >
¥
Delaults for New Activities \
<
Duration Tyge [Fixed Durion =] Costhocaur [, |
Percent Complete Type  [Doration +| Calendar [ Standard 5 Day Workweek

Fererl [User admin |Dsta date: 27-5ep-93 00:00_[Aocess Mode: Shared |Baseline: Current Project

You can also add expenses, assign expense categories to them, and specify
whether an expense accrues at the start or end of an activity or uniformly
over its duration. Each expense has a budgeted cost, actual cost, and
estimated remaining cost. When calculating earned value, you can
optionally include or exclude expenses.

E‘“’J Expenses are not the same as resources. Resources are time-
based and generally extend across multiple activities and/or
multiple projects. Examples of resources are personnel and
equipment. Unlike resources, expenses are project-specific and
they are not time-based. P3e does not include expenses when
leveling resources.
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Setting Up a Cost Account Structure

Set up a cost account structure and assign codes to activities and/or
resources. Use the cost account structure to track the amount of work
accomplished against the amount of money spent.

Create a cost account hierarchy Choose Enterprise, Cost Accounts.
Click the Cost Account ID column label to display the cost accounts
hierarchy. An outline icon in the Cost Account ID column label indicates a
hierarchy display.

Select the cost account immediately above and at the same level as the cost
account you want to add, then click Add. Type the cost account’s ID and
name. The cost account ID and name should identify a project component,
such as engineering, hardware, or research. Create cost accounts beneath
each main component to delineate the component’s parts, such as coding
and installation for hardware.

In the Cost Account Description area provide an optional, brief summary
of the cost account. You can use HTML editing features, which include

formatting text, inserting pictures, copying and pasting information from
other document files (while retaining formatting), and adding hyperlinks.
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i Cost Accounts E

~ Display: Cost Accounts | ﬂ Cloge |
Cost Account 1D Cost Account Name ;I
Manufacturing Divisions | Add

Labor Accounts
L&-1 Colonel Motors X Del /Merge
.. Design . _I é{) ot
When you indent, or create a - E"anlf*fa;tu"ngl
i ty Cont Bz
lower-level cost account, P3e _ M::;;en: ral 2 Copy
automatically prefixes the [Ey Man C-100.4-2 Milipede Tractors B e |
new account with the higher ManC-1... Design o —
level's ID. L= e e f = 5 >
Cost Account [ Cost Account Mame
@ Help

IMan Manufacturing Divisions

Cost Account Description

Cost accounts for all manufactuning divisions

o]
[ulhl
I
I
*
(il
*
[l

) &

]

Use these arrows to indent/outdent a value in —!
the cost account hierarchy and to move a
selected value up or down in the list.

Set the project default cost account Specify a default cost account
that will be used for resources assigned to activities and project expenses
in the selected project. Choose Enterprise, Projects, to open the Projects
window. Display Project Details by clicking the Display Options bar and
choosing Show on Bottom, Project Details. Click the Defaults tab, select a
project in the upper layout, then click the Browse button in the Cost
Account field. Select the default cost account, then click the Select button.
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[ Primavera Project Planner for the Enterprise: Conv, Bldg, Auto, Millipede, Elk, Mation, Spec-1, Bohimia C, Bohimia M, Bohimia... [JETES
Adwin Help

File Edt View Project Enterprise Tools

i @ +* €]
PI'OjeCtS Back Forward  Home D Help
kB & i |a®

- Display: Projects O Add |
EFS ID/ EPS Name/Praject Name |TOIa\5pendmg F'\anTaHy|d| [ 200a x
e [ Jan [Feb [ Har  Epr [May [Jon Delete
Select Default Cost Account [ ] _|
< : . Display: Cost Accounts - - L |
TR | Cost fccount 1D =[Cost Account Ham + | Copy |
23 Russel Computer 12 Con 100400 Shipping and Maiir
b Hydraulics Divisic| £ 1 Man Marufacturing Divi _ B Paste
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- -
E==r—ry [ ManA84100 Labor
[ ManA84.200  Equipment il |
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General _ Admiristative Defauits

Consuling Labor
Document Service

Default Settings
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Frice / Time for activities withc Miscellansous
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Refresh |l [User: admin [Data date: 27-Gep-39 00:00 [Access Mode: Shared [Baseline: Current Project

P3e only uses your default cost account for new resource
assignments to activities and new project expenses. Changing
this setting does not affect existing resource assignments to
activities or existing project expenses.

=

Edit a cost account Choose Enterprise, Cost Accounts. Make sure the
cost accounts hierarchy is displayed; an outline icon in the Cost Account
ID column label indicates a hierarchy display. Select the cost account you
want to edit. Type a new cost account ID and name. To change the cost
account’s position in the cost accounts hierarchy, click the appropriate
arrow buttons.

If you change a cost account’s ID or name, P3e applies your
change to all activity assignments.

&




202 Part 3: Implementing the Schedule

Delete a cost account Choose Enterprise, Cost Accounts. Select the
cost account you want to delete, then click Del./Merge. If the cost account
is assigned to activities or projects, the Cost Account in Use dialog box is
displayed.

The zelected cost account iz being used on one or more projects.
‘wiould you like to zelect a replacement account?

Help | 0 Cancel | o QK

To delete the cost account and specify a replacement cost account, choose
Select Replacement A ccount, click OK, then select a replacement account.
To delete the cost account without specifying a replacement cost account,
choose Delete Account(s), then click OK.

Copy and paste cost accounts Choose Enterprise, Cost Accounts.
Make sure the cost accounts hierarchy is displayed; an outline icon in the
Cost Account ID column label indicates a hierarchy display. Select the
cost account you want to copy, then click Copy. Select the cost account to
which you want to paste the copied account, then click Paste.
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P3e pastes the copied cost
account below the selected
cost account in the hierarchy,
and includes any lower-level
cost accounts in the copied
cost account.

i Cost Accounts E

= Display: Cost Accounts | it Cloze |
Cost Account 1D z | Cost Account Name ;I
EE ban.D-100 Design Expenzes | Add
& Man.D-100.4-2 Modeling Department
Bl Pawer Division ¥ Del./ Meige
— Paower. 100000 Resources % ot

& Power.100000.10 Resource - Labor
& Power. 100000.40 Fesource - Contrator Copy

Default

Resource - Labor

Resource - Contrator

Cost Account 1D Cost Account Mame

[100000

Resources

Cost Account Description

A Community Energy resource expenditures

'S 4=

1—
=
oy

) &

*

You cannot copy a cost account’s activity and project assign-
ments.

Cut and paste cost accounts Choose Enterprise, Cost Accounts.
Make sure the cost accounts hierarchy is displayed; an outline icon in the
Cost Account ID column label indicates a hierarchy display. Select the
cost account you want to cut and paste, then click Cut. Select the cost
account to which you want to move the cut account, then click Paste.

When you cut and paste a cost account, P3e maintains the
account’s activity and project assignments.
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Adding Expenses and Entering Cost Information

For steps on adding expenses
to activities from the Activ-
ities window, see the Working
with Activities chapter.

Use the Project Expenses window to create, view, and edit expenses and
related cost information for the open project. You can assign a cost
account and corresponding work breakdown structure (WBS) code so you
can identify the project component associated with the expense, and the
area of work with which it is associated. The Project Expenses window is
displayed when you choose Project, Expenses. To include Project Expense
Details at the bottom of the Project Expenses window, click the Display
Options bar and choose Expense Details. (The checkbox next to the
command should be marked.)

[ Primavera Project Planner for the Enterprise: Conv, Bldg, Auto, Millipede, Elk, Mation, Spec-1, Bohimia C, Bohimia M, Bohimia... IIE] E3
Fle Edt View Project Enterprise Tools Adwin Help

Project Expenses . 2. e
[ Display D s |

Expense Item « | Expense Categon WB5 Cost Account [endor =
= X Delete
Bar Stack, 440 Steel Materials Spec152535  Mant-1004

Binding Materisls MM P52 Wi 800 % ot
] Binding Materisls ACPs 2 M 500 |
Materialks Spec- 52535 Copy
. Maruitscturing 2534

Computer Equipment Hardware MM.FILT m
Computer Equipment RCFLT
Constuctions Matsfisls Materisls Diver P 2100

Constuctions Matsfisls Materisls Mo T P 2100 _|j

»

General | ctiviy | Costs | Desciption

Experios tem Verdor

[Completed Frotaype [.ccu Prototypes

Cost Account Document Mumber

J IEI Man.C-2004-2 Manufactuing _| |

Expense Category

[E Manwfactuing

Fererl [User admin |Dsta date: D5Jun00 00:00_[Access Mode: Shared |Baseline: Current Project

Add expenses Choose Project, Expenses. Click Add. Select the
activity that incurs the expense, then click the Select button. The activities
in the Select Activity dialog box are organized by WBS code, so you can
easily find the activity by WBS association.

Click the General, Activity, Costs, and Description tabs, and enter the
expense’s information. For an explanation of the fields on these tabs, refer
to the Defining Expense Details section of this chapter.
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For more information on
automatically computing
actuals, see the Updating,
Scheduling, and Leveling
chapter.

Enter cost information for expenses Choose Project, Expenses.
Select the expense whose cost information you want to enter, then click
the Costs tab. Type the number of units you expect the expense’s assigned
activity to use, then supply the price for each unit. P3e calculates and
displays the budgeted cost of the selected expense (budgeted units * price/
unit) in the Budgeted Cost field.

To automatically calculate an expense’s actual cost based on the activity’s
completion percentage, mark the Auto Compute Actuals checkbox. P3e
automatically updates the actual/remaining units when project actuals are
applied. This setting assumes that all work for the activity proceeds
according to plan.

General |Activily ‘ Enstsl Description |

Budgeted Unitz
500.000 ¥ Auto Compute Actuals

Frice/Lnit

I $1.00
Budgeted Cost Actual Cost Remaining Cost At Completion Cast
| $50000 | | $25000 | $250.00 $500.00

Enter an expense accrual type Choose Project, Expenses. Select the
expense whose accrual type you want to enter, then click the Activity tab.

General |Aclwily | Cosls | D escription |

Auctivity Mame

':I A5%216 Prepare Drawings for Syster Controller _I
WEBS Accrual Tope Activity Status

IAuto.1 IUnlfurm over Sctivity j Iln Progress

Activity Starkt Activily Finish Frimary Resouce

[21-Feb-0000.00 [25Feb-0017.00 [Butomation Systems Engineer

Select one of the following accrual types:

m  Start of Activity, to accrue the entire expense on the date the activity
begins

m  End of Activity, to accrue the entire expense on the date the activity
ends

m  Uniform Over Activity, to evenly distribute the expense over the
course of the activity’s duration
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To set up expense
categories, choose Admin,
Admin Categories, then
click the Expense
Categories tab.

Assign an expense category Choose Project, Expenses. Select the
expense to which you want to assign an expense category. Expense
categories enable you to classify the type of cost and can be used to group,
sort, filter, and report the expense and cost information for your projects.
Click the General tab, then click the Browse button in the Expense
Category field. Select the category you want to assign, then click the
Select button.

[& Select Expense Category
. Display: Expense Categories

Expensze Category = @
& dministration

Trip Expenzes EI
Consulting b4
Hardware
Software
Facilities

Legal & Professional
I aterials
Training
M anufacturing
| Shipping

Change an expense assignment Choose Project, Expenses. Select
the expense you want to reassign, then click the Activity tab. Click the
Browse button in the Activity Name field. Select the activity to which you
want to reassign the expense, then click the Select button.

o Display: Al Activities
WES/ Activig D+ | Activity Name =]
i+ b Manufacturing Manufacturi
= b Power Power Generationl
<} Diver Diver Nuclear Power Stati_l >
< Morris Morris Nuclear Power 5
=l < Bohimia Bohimia Nuclear Powe
B & Bohimia C Bohimia Huclear Pg
= ' Bohimia C.1 DC 00-002 Tele|
% Bohimia C.1.1 Field Work
-1 IRy Bohimia C.1.2 Design Pac

ENGINEERING DESIGH
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Defining Expense Details

The project administrator
defines expense categories in
the Admin Categories dialog
box.

The ID and name of the —

activity that incurs the
selected expense

The code for the WBS
element that contains the
selected expense’s
assigned activity

Use Project Expense Details to view and edit detailed information about
the selected expense item. Project Expense Details appear in the Project
Expenses window when you choose Expense Details from the Display
Options bar.

General information Use the General tab to define general information
for the selected expense item, such as the item name and category. You can
also specify the item’s vendor, cost account, and document number.

— The name of the business or
organization to which the
selected expense is payable

The cost account assigned —
to the activity that incurs
the selected expense

General I Activity | Costs | Drescription |

Wendor
IAcme Castings

Expense ltem
IShalI Castings

Cost Account Document Number

Expenze Category
Material

_I El Manb-100.4-2 Castings

|

The purchase order or —
invoice number for the
selected expense

Activity information Use the Activity tab to change the selected
expense item’s activity assignment and specify the expense item’s accrual
type. You can also view the item’s activity assignment according to WBS
element, activity status, activity start and finish dates, and primary
resource.

— The rate at which the selected
expense accrues

General |Acl|v|ly| Costs ‘ Description

Activity Mame
":I £1145560 First Manufacturing Run

WEBS Accrual Type Activity Status
[Colonel DM, 1.2.4 |Uniform aver Activity =] Mot Stated
Activity Start Activity Finish Primary Resource
[25-5ep00 1157 [16-0ct0011:57 [Mike Linceln
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Costs Use the Costs tab to specify cost amounts for the selected expense
item, including price/unit, budgeted cost, actual cost, and remaining cost.

You can also indicate if you want P3e to calculate an expense item’s actual
cost according to activity completion percentage.

— Mark to indicate whether the actual and
remaining units for the expense are computed
automatically using the budgeted cost and the
activity’s schedule percent complete

General ‘ Auctivity | Costsl Description ‘

. Budgeted Units
The expected number of units f 500000 W

the selected expense’s activity BrieetUni

will use [ stm

Auto Compute Actuals

Budgeted Caost Actual Cost Remaining Cost At Completion Cost
| $500.00 | $250.00) | $250.00 | $500.00
While the activity is in progress, the The total cost for the selected —
remaining cost (budgeted cost - expense when the associated
actual cost) should be updated to activity is completed. The at
reflect the estimated remaining cost completion cost equals the actual
required for the expense. cost plus the remaining cost.

Description Use the Description tab to enter a description of the
selected expense item. You can type a new description. You can use
HTML editing features, which include formatting text, inserting pictures,
copying and pasting information from other document files (while
retaining formatting), and adding hyperlinks.

General |A:twit_l,l | Costs | Dascript\nnl

Expense Description

A [E= = 2

*
Il
*
[l

] &

Final reproduction of System Controller drawings for distribution.
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Analyzing Costs

Customize columns in the
Projects window to report
earned value for all projects
in the enterprise.

Comparing actual costs to budgets is a simplistic approach to cost control.

Determining performance using earned v

alue is more effective. Measuring

eamed value involves three key indicators: planned value, earmned value,
and actual cost for work performed. If you track these values over time,
you can see the past spending and schedule trends for the project, together

with a forecast of future costs.

— The variance between the
planned budget and earned
value amounts indicates an
unfavorable schedule variance.

{|f Primavera Project Planner for the Enterprise: Conv. Bldg. Auto, Millipede, Elk, Motion, Spec-1. Bohimia C. Bohimia M, Bohimia... =] [E3
File Edt ¥iew Project Epterpise Took Admin Help
i 4t * )
PFOJeCtS Back  Fowad  Home Dir. Help
B B & i B
. Display: Projects 0 Add ‘
EPS ID/ EFS Name/Project Name Eamed Yalue Cost | Planned Value Cost/ Schedule Variancel) — BL Expense| + -
- [BCWP) [BCWS 5V s X Deketz
=l dra orporatio — * Cut
= b Construction Group 475000 $1.000.0 (250008 | 2gpnoo0
23 Automated System $750.00 $1,000.01 ($250.00) | $17.00000 | Copy
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= b Manufacturing Division $554 400 00 $557 830 0 343004 GERI3IG000
I <p Elecronics $134,400.00 $137.330.0 ($343004) | $4340000
23 Mallard Manufacturing $67.200.00 $68.915.0 [$1.715.02) [ 42170000
22 Russell Computers $67.200.00 $68.915.0 [$1.715.02) | 42170000
I < Hydraulics Division $450,000.00 $450,000.0 $0.00 [$6763.85000 |
23 Colonel Motors Projects $25,000.00 $25,000.0 $0.00 [$1.791.00000 .
= 4 Projectsfor Jo Frojs
23 Custorner: John Elk T... $0.00 0.0 $0.00 $000 (99
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Use cost spreadsheets, profiles, and cost

control reports to monitor

spending. For example, the following summary report lists the expenses

associated with each project and provide:
remaining costs for each expense.

s the total budget, actual, and
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EX-01 Expense Summary By Project

Expense Item Activity ID Budgeted Cost Actual Cost Remaining Cost
Computer Equipment A20.190 $10,000.00 $0.00 $10,000.00
Meeting Lunch A10.10 $100.00 $200.00 $0.00
Trip expenses A10.20 $10,000.00 $15,000.00 $0.00
Meeting Lunches A10.40 $300.00 $500.00 $0.00
Auto Milage A10.30 $200.00 $150.00 $0.00
Printing A10.50 $500.00 $1,000.00 $0.00
Binding A10.50 $100.00 $0.00 $0.00
Shipping (FedEx) A10.60 $500.00 $0.00 $500.00
Subtotal $21,700.00 $16,850.00 $10,500.00
Project Name Russell Computers

Expense Item Activity ID Budgeted Cost Actual Cost Remaining Cost
Computer Equipment A20.190 $10,000.00 $0.00 $10,000.00
Meeting Lunch A10.10 $100.00 $200.00 $100.00
Trip expenses A10.20 $10,000.00 $15,000.00 $0.00

Page 7 of 12

The following activity spreadsheet pairs activity duration columns on the

left with the corresponding cumulative cost information on the right. You

can see the cumulative budgeted labor expenses for each activity per
manufacturing week, along with the totals for the WBS elements.

WES/ Activity 1D Activity Mame

| Duration

[=I Electronics Elecronics 372.0d
B MM Mallard Manufacturing

E MM.PS Pre Sales

=] MM.P5.1 Pre Sales Evaluation 10.1d
A10.10 Assemble E stimate Team 0.1d
A10.20 Site Yisit 31d
=] MM.P5.2 Proposal Generation 59.0d
A10.30 Front End Laading 11.14
AAN RN e bm Dlememmn - hel= P

Original | Remaining | «

Duration

Cum Femaining
Expense Cost

Apiil 2000
w14 WS [WE W T w8

211k 21 Tk 21.1k21.1k 21 1k 21

$500 $500 $500 $500 $500 $!
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Produce activity profiles to see a graphical representation of cost flow for
all or selected activities in the Activities window. The histogram bars in
the following example indicate quarterly expenses for multiple selected
activities. Using a time-based graphic helps you gauge when and where
costs are expended, and enables you to see if spending is staying within
budget.

Labor Cost
[ Remairing
W Actual

[ Budgeted

Shov Uzage for |

Al activities * Selected activities

Display Activities for selected |

I Time Period I ‘

May 2000 I June 2000 I July 2000 I August 2000

Hefest || |User: admin |Data date: 27-5ep-9900:00  |Access Mode: Shared |Baseline: Cunent Project







Part 4

Updating and Managing the
Schedule

In this part: Managing Baselines
Updating, Scheduling, and Leveling
Summarizing Projects
Project Issues and Thresholds
Managing Risks

Maintaining a Project’s Document
Library

Tracking Your Projects

Checking Projects In and Out of P3e



S uccessful project management doesn’t end after you
develop a project plan. To accomplish the goals of your
project, you need to track daily events and update the
schedule with accurate data. Managing Baselines
describes how to create a copy of a project that can be
compared to the current schedule to gauge progress, and
Updating, Scheduling, and Leveling explains how to

update the schedule and level resources, if required.

Read Project Issues and Thresholds and Managing Risks
to learn how these features help you monitor project
schedules to identify potential problems early in the
process. Maintaining a Project’s Document Library
describes how to track project-related documents and
deliverables, while Tracking Projects shows you how to
create layouts that enable you to view summary data for
individual projects, as well as the entire enterprise project
structure (EPS). Read the Checking Projects In and Out of
P3e chapter to learn how to keep track of projects that are

used outside of the enterprise database.
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Managing Baselines

] A baseline is a complete copy of a project plan
In this chapter: that you can compare to the current schedule to

. . ) evaluate progress.
Working with Baselines

Comparing Current and Baseline This chapter describes how to create baselines
Schedules . . .
and assign them to projects. You will also learn
how to modify a baseline and compare a

project’s current schedule to its baseline.



216 Part 4: Updating and Managing the Schedule

Working with Baselines

You must have at least one
project open to access
project baselines.

Before you update a schedule for the first time, you should create a
baseline plan. The simplest baseline plan is a complete copy or “snapshot”
of the original schedule. This snapshot provides a target against which you
can track a project’s cost, schedule, and performance.

Each baseline can be assigned a type that categorizes its purpose, for
example, initial planning baseline, what-if project plan baseline, or mid
project status baseline. Baseline types are defined by the P3e administrator
in the Admin Categories dialog box.

You can designate any existing project, or a copy of the current project, as
a baseline. P3e allows you to save up to 50 baselines per project, however,
you can designate only one active baseline at a time for comparison to the
current project. The maximum number of baselines allowed is defined by
the P3e administrator in the Admin Preferences dialog box.

Baseline projects do not exist as separate projects that you can access. To
copy or modify a baseline project, you must first unlink it from its current
project. The “restored” baseline project then acts as any other project in
the enterprise project structure (EPS).

Create project baselines Open the project(s) for which you want to
create a baseline or view assigned baseline projects. Choose Project,
Baselines. The Baselines dialog box groups the currently open projects
into individual bands, with any existing baseline projects beneath its
current project.
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Click to delete the currently —
selected baseline project.

i Baselines E
I Use cument project as baseline @ Cloge |
Froject Mame/B azeline Mame Bazeline Type [rata Date

O Add

19-Jul-93 00:00

> Delete
J» Restare

Help

Baseline Mame
You can rename each H—Ifoice Building Addition Mid-Cycle

baseline to make it

! Bazeline Type [rata Date
unique. IMid Project Status Baseline j |2?'SED'99 00:0a

Assign a type to baselines to help
categorize them across multiple projects.

To create a baseline project, click Add. Choose to save a copy of the
current project as a new baseline or convert another project to a new
baseline.

If you choose to save the current project as a baseline, P3e creates a
baseline project with the name and data date as the current project. To
distinguish the baseline project, P3e appends the name with - Bl and
increments each new baseline added. For example, if Acme Project is
saved with 3 baselines the new baselines should be saved as:

ID Name

APEX -B1 Acme Project - Bl
APEX - B2 Acme Project - B2

APEX - B3 Acme Project - B3

If multiple projects are open, you can create a baseline for the selected
projects. (To select a project Ctrl-click on its band.)
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Before you convert a
project as a baseline, you
should copy it because it
will no longer be available
in the project hierarchy.

If you choose to convert another project as a baseline of the current
project, you are prompted to select the project to designate as the baseline
from the project hierarchy. You cannot select a project that is currently
open, nor can you select a project that already has its own assigned
baseline. P3e creates a baseline project with the same name and data date
as the selected project. (To distinguish the baseline project, P3e appends
the name with - B1.) This new baseline project is then removed from the
project hierarchy and is no longer available as an individual project.

25 You can only convert one project at a time as a baseline. If
"=l multiple projects are open, you must select one project before
you can create the baseline project.

After you create a baseline, you can change its name and assign a baseline
type to it.

Assign the baseline to use for the current project Use the
Baselines dialog box to choose which baseline is the active baseline for a
project. Only one baseline project can be assigned to a current project at a
time. Open the project(s) for which you want to select a baseline. Choose
Project, Baselines. Select the baseline, then mark the Use checkbox that
corresponds to it. If no baseline is designated as active, the current project
is used as the baseline.

You can create multiple baselines for a project. —
Mark the Use checkbox to indicate which
baseline you want to make active. If no baseline
is marked, then the current project is used.

i Bazelines E
When the selected — v Use curent praject as baseline = Cloze |

project does not have
an assigned baseline,
this checkbox becomes
available and the
current project is used
as the baseline.

Project Mame/E azeline Mame Bazeline Type [ata Date L

[ Add

> Delete
J» Restare

Help

=& Auto Automated System
“Eﬂ Automated System 19-Jul-99 00:00

=% Bldg Office Buildin

Addition

Baszeline Mame
|foice Building Addition

Data Date
Jd [ EEREE

Bazeline Type
IMid Project Status Bazeline
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Baseline assignments are user-specific, meaning that each
user can choose a different version for his/her active baseline
to the current project.

@

Delete a baseline You can delete a baseline from the project database.
Select the project that contains the baseline you want to delete. Choose
Project, Baselines. Select the baseline, then click Delete.

You cannot delete a baseline that is designated as the current
baseline. You must first mark a different baseline as current.

Modify a baseline As a project progresses and changes occur, you may

want to update a baseline project. You can restore a baseline project,
making it available again as a separate project in the project hierarchy.
Open the project that contains the baseline you want to restore. Choose
Project, Baselines. Select the baseline you want to restore, then click
Restore. Click Yes. The restored project is placed in the same node as the
project to which it was linked as a baseline.

[ Primavera Project Planner for the Enterprise: Conv, Bldg, Auto, Millipede, Elk, Motion, Spec-1, Bohimia C, Bohimia 0, Morris ... B[] E3

File Edit ¥iew Project Enterpise Tools

The restored baseline project can be accessed in
the project hierarchy along with its current
project.
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For instructions on converting After you make changes to a restored baseline project, you can return it as
a project to a baseline, see the a baseline to retain the changes for comparison against the current project.
beginning of this section. . . .4
For example, you may want to revise the baseline to indicate scope
changes once the current project is underway.
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Comparing Current and Baseline Schedules

For more information about
updating the schedule, see the
Updating, Scheduling, and
Leveling chapter.

BL appears before any
data item that is available
from a baseline project.

After a project is updated, you can quickly evaluate progress and perfor-
mance onscreen. Use a layout that shows current and baseline bars to
identify tasks that start or finish later than planned. In the list of activities,
include columns for the planned value, actual costs to date, and earned
value to identify tasks that are behind schedule or over budget. For
detailed reporting, create schedule and activity matrix reports and resource
and cost graphics. Run the Earned Value report to analyze cost and
schedule variance. Displaying baseline and current bars in the Gantt chart
indicates how the schedule is progressing according to the original plan.

A target comparison makes it easy to see variances between the current
and baseline dates. Add columns in the Activity table for almost any data
item from the baseline project. Display activity bars that represent baseline
dates. You can also display target and variance data on the activity bars.

When the current project is open, you can view, but not change,
baseline data. To modify the baseline, you must first restore it
as a separate project.

This layout includes current and —
baseline columns for start and
finish dates.
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Updating, Scheduling, and Leveling

L
In this chapter:

The Update Process
Choosing a Method of Updating

Estimating Progress
Automatically

Updating Using Timesheets
Updating Activities Manually
Applying Actuals
Scheduling Projects

Leveling Resources

A good project schedule can serve as a key
management tool for making decisions and
predicting whether the project will finish on
time and within budget. Update your project
regularly so you can record progress and
identify potential problems.

You can update project progress by applying
actual data to activities directly in a project or
by using timesheet updates from Progress

Reporter.

After you update the project, schedule it to
calculate the earliest start and finish dates as
well as the latest start and finish dates for each
activity and for the entire project. Level
resources in your project schedule to ensure
that resource demand does not exceed resource
availability. When you level resources, P3e
delays each activity until sufficient resources

are available.

Read this chapter to learn how to update and

schedule projects, and level resources.



224 Part 4: Updating and Managing the Schedule

The Update Process

Once a project is underway, it is important to keep the schedule up to date.
Actual durations will probably vary from your original estimates, and the
sequence of activities may change once the work begins. In addition, you
may need to add new activities and delete unnecessary ones. Regularly
updating schedules and comparing them with baseline schedules ensures
that you are using resources effectively, monitoring project costs against
budget, and keeping abreast of actual durations and costs so you can
initiate your contingency plan if necessary.

The project controls coordinator, along with the project managers, estab-
lishes company procedures and communicates them to all participants.
Usually, several projects at various levels of progress will be occurring
simultaneously. Multiproject management can be complicated further
when project managers, key resources, or other employees involved in the
process are geographically dispersed. You must consider these factors as
you establish updating guidelines.

To help develop procedures, ask questions such as these:

m  What data need to be assembled for the update and what methods will
be used to collect the data?

m  How often should projects be updated?
m  Are resources local or offsite?
m  On which project teams are resources participating?

m  Who on each team will be gathering the information used for the
project update?

m  Who needs to see the results of the update and when do they need to
see them?

m  What types of information need to be generated after each update to
communicate progress before the next update?

The answers to these questions help determine how you will use P3e to
update projects.

Identify the types of data to collect The data to collect may depend
on whether you are updating activities or individual resource assignments.
You can update activities by simply recording actual dates and a remaining
duration. For resource assignments, enter the actual hours to date and the
hours remaining. P3¢ can also estimate progress automatically.
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Determine how data will be collected Will you automatically
collect timesheet entry data for each employee from Progress Reporter?
Will you import data from other systems supported by your company, such
as an accounting system? Or will updates be handwritten on printouts of
the schedule distributed to project participants, collected weekly by the
project manager or team leader, and entered in P3e?

If you answered Yes to one or more of these questions, your update
process will probably involve more than one procedure—all handled
equally well by P3e.

Determine how often data should be updated Depending on how
quickly your projects change, you may want to update weekly, daily, or
even hourly. Although no rules exist for update frequency, consider these
general guidelines: if your projects never seem to be accurate, you are not
updating often enough, or the scope of your activities is too broad—you
should divide activities into smaller ones. If you spend too much time
updating, you’re updating too often, or the scope of your activities is too
narrow.

Analyze and communicate data Recording progress in P3e is only
the beginning of the update process; after you produce an updated
schedule, you need to analyze the results.

P3e offers many display and print options to examine updated project
schedules. You can first view onscreen layouts to see immediate results,
then look at project data in more detail by generating reports. Pinpoint
potential problems by comparing the current schedule to the target plan in
the Bar chart or by displaying a resource profile for a graphical represen-
tation of resource use. If problems exist, you may want to perform “what-
if” analyses before modifying the network. Use existing report templates,
create new template specifications by modifying existing ones, or add your
own template to produce the data you need to see.

Effective communication to all project participants is also essential to the
success of every project. Use easily understood reports and layouts to
show the project team and management what is happening. Focus on
critical activities, resource and cost overloads, and slippages, and identify
actual and required future progress.

The next several topics in this chapter discuss specific methods for
recording progress in P3e.
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Choosing a Method of Updating

P3e offers several ways to update project schedules. You can update
progress for all activities and resources as a whole, update activities and
resources individually, update progress from timesheets, or use a combi-
nation of these methods.

More than likely, your projects do not progress as planned—many activ-
ities start out-of-sequence, activities take more or less time to complete
than originally planned, or actual resource use exceeds planned use. In
these cases, update activities and resources individually. This will help you
forecast the effects of unforeseen progress or lack of progress so that you
can take appropriate corrective action wherever necessary. You can update
activities and/or resources manually in P3e or collect timesheet data from
Progress Reporter.

Sometimes, you may only need to estimate progress. You can choose to
“auto compute actuals,” then simply specify the data date and apply actual
data. Before the first update, the data date is the project start date; once the
project begins, the data date is the date up to which you are reporting
progress. P3e uses the data date to determine which activities have
progressed and how much, and to calculate the remaining durations of
activities that have started. P3e also notes which activities are complete
and sets their remaining durations to zero.

Most projects progress somewhere between these two situations: some
activities are occurring as planned and some are not. If this is the case, you
may want to combine the two updating methods. Let P3e calculate a
project schedule as if the project is progressing exactly as planned and
then individually update those activities and resources that have deviated
from the plan.

Regardless of the method you choose, the update process should proceed
as outlined below:

For information on imple- 1 Establish a standard update procedure that includes which method
menting Progress Reporter, you will use to record progress.

see the Primavera Enterprise

Administrator’s Guide. Depending on the method you choose, set calculation variables for

percent complete type and duration type.

2 Create a baseline plan, as discussed in the Managing Baselines
chapter earlier in this part.

3 Record progress on activities automatically or manually in P3e, and/
or from Progress Reporter timesheet data.
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Recording progress includes entering actual start and/or finish dates,
updating actual resource use/cost to date, and estimating remaining
work to complete.

If collecting timesheet data from Progress Reporter, review and
approve timesheets in P3e.

Apply project actuals.
Calculate the schedule and level resources.

Compare the current schedule to the baseline plan and identify
variances.

Analyze data through layouts and reports.

Make adjustments and communicate the schedule updates.
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Estimating Progress Automatically

If you want to estimate progress as if activities are proceeding on
schedule, you can automatically calculate actual data based on activity,
resource, and/or expense data.

Estimating activity progress is a quick and convenient way to update your
project. P3e estimates progress only for those activities that were supposed
to take place. Since progress can occur out of sequence, you may need to
update additional activities.

You should not automatically compute actuals in P3e for those
activities/resources from which you are collecting timesheet
data from Progress Reporter; otherwise, your timesheet data
are overwritten when you apply actuals.

Set Auto Compute Actuals by activity Ifyou set the Auto Compute
Actuals option by activity, P3e determines actual dates, percent complete
amounts, remaining durations, and actual and remaining units for all
assigned resources. Choose, Project, Activities, and open a layout that
contains the activities you want to automatically update. Add a column for
the Auto Compute Actuals option and mark the checkbox next to each
activity.

The Auto Compute Actuals option is listed
in the General section of Available
Columns in the Columns dialog box.

Mark the Auto Compute Actuals —
checkbox for each activity you
want to update automatically.
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Set Auto Compute Actuals by resource If you set the Auto
Compute Actuals option by individual resource, P3e automatically
updates actual units and remaining units using the budgeted units and the
activity’s percent complete. Choose Enterprise, Resources, and select the
resource that you want to automatically update when actuals are applied.
Click the Details tab and mark the Auto Compute Actuals checkbox.
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Compute Actuals B Manu Standard 5 Day Workweek  Manutacturing Divisions Fleso, w L N
§ Elect Standard 5 Day Workweek  Elsctronics Division 1003
checkbox. Actual and § Hyda Standard 5 Day Workwesk  Hydraulics Manitacturing 100%

P B § Energy Standard 5 Day Workweek  Power Generation Division 1003
remaining costs are § VFGEN Standard 5 Day Warkweek  VF of Generation - Dave Smith o v
updated.

General | Codes | Details | Unts & Prices | Foles [ Motes [ Progress Reparter |
Labor Classiication || Profile
Calendar
(& Labor  Nonlabor JE Standerd 5 Dy workneek
Default Urits / Time
Dvettime |
1003
Dvettime Factor
™ Owvertime Allowed ¥ {Ewto Compute Actuals
Calculate costs from urits
Fetiest [ [ser: admin [Data dat: D50 U0 [Acosss Mode: Shared [Bassiine: Current Projsct

Mark to automatically calculate
actuals for the selected resource.

Setting Auto Compute Actuals

Setting the Auto Compute Actuals option to ON for an activity automati-
cally updates actual and remaining units/costs for all resources/expenses
assigned to the activity, regardless of whether the individual resources/
expenses have the Auto Compute Actuals option set to ON. If you don’t
want to update all assignments, then turn OFF the activity’s Auto Compute
Actuals option and turn it ON only for those resources/expenses you want
updated automatically. For example, you may be collecting actual data
from some, but not all, resources through Progress Reporter. For those
resources from which you are collecting actual data, turn OFF the activity-
and resource-level Auto Compute Actuals option, and turn it ON for those
resources not reporting data through Progress Reporter.
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For more information on Update progress automatically Once you set the appropriate Auto

prllyi.“g ift?a]?’ Slzeuecr o this Compute Actuals options, you can update progress automatically. Choose
ng Actualts
c}{)ejﬁo'tver.é Tools, Apply Actuals.
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Updating Using Timesheets

For information on config-
uring resources to use
timesheets, see the Primavera
Enterprise Administrator's
Guide.

To filter timesheets by
status, click the Display
Options bar in the upper
layout, then choose Filter
By and choose a timesheet
status, such as Approved
or Not Submitted.

=% Time Approval

If employees are entering timesheet data using Progress Reporter, you can
update activities in P3e based on their timesheet entries. Use the Time
Approval window to process timesheets submitted by Progress Reporter
users.

Approve timesheets Choose Tools, Time Approval. Select the
timesheet period you want to review. Depending on the timesheet approval
options set in the Timesheets tab in Admin Preferences, the Privilege field
contains Read Only, Project Manager, or Resource Manager. If timesheets
must be approved by both the project and resource managers, both
manager options will be available.

If you have approval privileges, select Project Manager or Resource
Manager in the Privilege field. Select the resource whose timesheet you
want to approve, then click Approve to update the project with activity
progress or Reject to return a timesheet to a Progress Reporter user.

The security level corresponds to the privilege
type currently displayed in the Privilege field.

Select a ——- Peiiod |03dun-2DDD - 16-Jun-2000 _l Privilege IHesource M anager j Level |1 Approval Level m
tlmeSh'eet ~ Display: &ll Timesheets | 5 ppove
perlod. Rezource |0 |F|esourc:e | |

Submitted| Revigwer | Heviewed| Status

Lists each
resource with a
timesheet for the

@ Fiejest
@ Refresh
[ [{tes:

selected period

o Display: Al

Eeparts

WBS

Activity Mame Fiole Actual Hours

Activity
D -

Help

Displays the
timesheet infor-
mation for the
selected resource
and timeperiod ]

o]

Tatals ol
4 3




232 Part 4: Updating and Managing the Schedule

You can choose the columns of information displayed for timesheets. In
the lower layout, click the Display Options bar. Choose Columns, then
choose one of the predefined sets of columns, or choose Customize to
select specific columns. You can also group and sort timesheet information
by activity, project, WBS, or role, and you can filter timesheets to display
all activities, only regular activities, or only overhead activities.

& If a resource’s timesheet is unavailable, you can enter progress
“==| for assigned activities in P3e.
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Updating Activities Manually

For more information on
defining activity and duration
types, see the Working with
Activities chapter.

You can add a
column to review
or modify the
percent
complete type.

In addition to updating activities automatically or using timesheets, you
can update data for each activity in P3e. Record actual dates, actual
resource use, and costs incurred up to the data date or “time now.” P3e
provides different activity types, percent complete types, and duration
types to accommodate your scheduling requirements. You should set these
variables at the start of the project when you establish your update proce-
dures.

Set percent complete type P3e can calculate an activity’s percent
complete according to activity duration, activity units, or a physical
percent complete that you enter for each activity. Choose Project, Activ-
ities, and display the Activity Details General tab or add a column for
Percent Complete Type in the Activity table.

= Primavera Project Planner for the Enterprise: Conv, Bidg, Auto [Conveyor System, ffice Building Addition, Automated System) [HIIE] E3

Eile Edit Miew Project Epterpise Tools Admin Help

it 4 » & P €
Activities Back Fowed  Home D Help
HEsr DELBRo S IBEVE Mk R0 5% E
- Layaut - Classic Schedule Lapout 0O add
Activiy 1D | Percent Activity Mame Driginal|Remairing| = || Jure 2000 | July 2000 B
Complete Type Duration [T1]1e][2s5[02]0s]16]2a | X Dekte |
14-Ju00 O
= Aute.1 System Engineering ME0d 2090d ¥ 14-Jul-00 O Cut
45100 Durstion Define System Requireme. 10.04 00d Cony
45101 Durstion System Design 2004 00d
#5204 Durstion Prepare Drawings for Tem 10.04 00d B P
#5216 Durstion Prepae Drawings for Syst 10.04 5.0d
#5102 Durstion Approve System Design 10.04 00d PR T—
AS205  Durstion Fleview and Approve Te 5.0d 0.0d
c Aopro |_00a] _100d]] & Reroby ok
Duration 00d 00d » #System Bup v
1 Rl = 8 Roles |
General | Status | Resources | Predecessars | Successars | e ety G
il Activity |A52W IHevlewar\dApprnveSyslemEnr\ther Project [Auto o Predecessors
Activiy Type Duration Type % Compiets Type Activity Calendar = Successars
[Task Dependent =] [Fired Durstion =] [Durstion =] [E Auto Catendar 1 ]
WBS Respansible Manager \ Primary Resource
[y AuteT Spstem Enginesiing o] [Bndy Mazon B I

Pl [User: admin |Data date: 2756930000 [Access Mode: Shared |Baseline: Current Praject

Select the percent complete
type for the activity.

Select the percent complete type based on how you report progress for the
activity.

m  Seclect Duration when activity progress can be easily reported in terms
of actual calendar days of work remaining.

Duration % Cmp = [(Orig Duration - Rem Duration) / Original Duration] x 100
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To update any other
activity data, such as
remaining duration or
actual units, you must first
enter an actual start date
for the activity.

m  Seclect Physical Percent Complete when activity progress can most
easily be reported based on personal judgment. Enter the activity
percent complete.

m  Select Units when progress is best reported based on the work effort
that has been accomplished and how much effort remains. Enter the
actual and remaining units.

Units % Cmp = [Actual Units / At Completion Units] x 100

Update actual dates Once an activity is underway, update its start and
finish dates and other status information. Choose Project, Activities and
display the Activity Details Status tab. If the activity has actually started,
mark the Started checkbox, then specify the actual start date in the Started
field. If the activity is complete, mark the Finished checkbox, then specify
the actual finish date in the Finished field.

Update activities with Duration percent complete type In the
Activities window, select the activity to update and display the Activity
Details Status tab. In the Remaining field, type the remaining number of
workperiods needed to complete the selected activity. When you schedule
or apply actuals, the actual duration is calculated as the total working time
from the actual start date to the current data date (for in-progress activ-
ities) or to the actual finish date (for completed activities), using the
activity’s calendar.

If resources are assigned to the activity, each resource’s remaining units
are calculated as the activity’s remaining duration multiplied by its
remaining units per time.

General | Slatusl Resources | Predecessors | Successors | Codes | MNotebook | Steps | Feedback ‘ Ref Docs | Expenses | Summary |

i‘ Activity IAS21T IHaview and &pprove System Controller Project IAuto
Duration ‘ Status | . Labor Urits

Original I 1004 [V Started |U4-Dcl-99 0800 | Duration & 0% Eudgeted 120h
Actual I 0.od [ Finished I15*DCI*991?:DD .| Erp Finish . I Actual Oh

Remainin |1 0. Remainin Bh 34.29
: L Free Float 00d  Constrain vl : "

At Complete 1004 At Complete Bh 3429,
Total Float 281.0d Constr Date l "

L Type a new remaining duration for
the activity.
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P3e calculates the
actual duration for
the activity when
you apply actuals or
schedule the project.

Update activities with Physical percent complete type Inthe
Activities window, select the activity to update and display the Activity
Details Status tab. Enter the physical percent complete and the remaining
duration for the activity. If resources are assigned, you must also update
each resource’s actual regular units.

Type the percent complete for the activity-
when the percent complete type is Physical. \

General | Statusl Resaurces | Predecessars | Successors ‘ Codes ‘ Matebaok | Steps | Fea\:‘pack | Ref Docs | Expenses | Summary ‘
1

i‘ Activity |AS 35 |Insta\| Electrical Power \ Project IAulo

Dwiration ‘ Status \ | ~ Labor Units |
1

Original I 20.0d V' Started |29-Sep-99 0&0 J Physical % |50°/,1 \ Budgeted 320k

Actual I 00d | [T Finished |2E-Dc:t-99 1?:DDJ Exp Finish I J Actual Oh

Remaining I 20.0d Remaining 320k
Free Float 00d Constraint I vl

At Complete | 20 Dﬁ At Complete 320h
i Tatal Float 130.0d Constr Date I l ¢

\— Type a new remaining duration for the
activity.

Update activities with Units percent complete type Ifyou are
updating activities with the Units percent complete type, most likely your
focus is on resource planning and scheduling. (You may also have
specified the activity type as Resource Dependent and the Duration type as
Fixed Units/Time.) You should update the labor units (and/or nonlabor
units) for the activity, rather than the duration. If multiple resources are
assigned to an activity, you should update each resource individually in the
Resources tab. In the Activities window, select the activity to update and
display the Activity Details Resources tab.

Actual Regular Units for a
resource indicate the
actual amounts without
considering overtime units.
Actual Units include Actual
Regular Units plus Actual
Overtime Units.

2 When you update activities manually, you should turn off Auto
=| Compute Actuals settings; otherwise, your changes are
overwritten when you apply actuals or calculate the schedule.
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Update the actual regular units and
the remaining units for each
resource.

T

General | Status Hesuurcesl Fredecessors ‘ Successors | Cud¥s | ND%QUUK | Steps | Feedback | Fef Docs | Expenses | Summary |

T

i‘ Activity |AS103 IInstaII Robot Base \ Project IAuta

| Resource | Budgeted Units ‘ Actual Regular U‘nits‘ Remaining Units| At Completion Units|emaining Units # Time
80h E4h 144h 100%
B5h gshl _150h)
i
Eﬁ Add Resource | Eﬁ Add Role | Eﬁ Aszign by Hole| 5 Hemove|
When you update units on the — The Labor Units amounts in the
Resources tab, P3e automati- Status tab total the amounts for
cally marks the Started all resources assigned in the
checkbox in the Status tab. Resources tab.

General | Statusl Fesources | Figdecessars | Successors | Codes | Moteboaok ‘ Steps ‘ Feedback | Ref Docs ‘ iﬁpenses | Summary ‘
1

i‘ Acivity IASWU3 InstallHobol Baze Project I‘Auto

Duration | tatuz ‘  Labor Urits I

Driginal 18.0d | ¥ Started 23-5ep-33 08:0 l Units % Budgeted I 288h
Actual 8.0d [ Finished ~ [25-0ct-33 14:00 l Exp Finish I Actual I 145h

Remairin 10.6d Reméinin I 145k
? Fize Float I E.0d Constraint I :
At Complete 18.6d At Complete I 294h
Taotal Float I 136,04 ConstrDate I

ol ol

L_ The units % complete is calculated from
the actual and at completion amounts.
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Activity duration

How Activity Duration, Units, and Resource
Units/Time Are Synchronized

P3e automatically synchronizes the duration, labor/nonlabor units, and
resource units/time for activities so that the following equation is always
true for each activity: Duration = Units / (Resource Units/Time). Since
three variables are involved (duration, units, and units/time), when you
change the value of one variable, P3e must alter the value of a second to
balance the equation.

The Duration Type setting for an activity allows you to control how P3e
synchronizes these variables when any one of the equation’s variables are
changed.

The following table lists the value that is automatically changed by P3e to
synchronize these variables whenever the value of one of the duration type
variables is changed.

When you change When you change When you change When you add

units, P3e duration, P3e units/time, P3e 2nd resource,
type changes... changes... changes... P3e changes...
Fixed Units Duration Units/Time Duration Duration
Fixed Duration Units/Time Units Units Units
Fixed Units/Time  Duration Units Duration Duration
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Applying Actuals

Choose to use a
different data
date for each

project.

Once progress is recorded by approving timesheets, entering actual data,
and/or setting Auto Compute Actuals options, you must apply actuals in
P3e. Applying actuals schedules activities with progress and/or that have
the Auto Compute Actuals option set. When you apply actuals, you move
the data date or “time now,” P3e schedules activities only within the
specified timescale (between the current data date and new data date) and
calculates progress for those activities that are set to automatically
calculate actuals.

Apply actuals Open the project or EPS node that contains the projects
to schedule. Choose Tools, Apply Actuals. If you opened an EPS node that
contains multiple projects, you can choose to use the same data date for all
projects and then specify the date, or you can choose to use a different data
date for each project and then select the dates.

Double-click to select a new data date for Click to update
the corresponding project. the schedule.

i Apply Actuals

\
Froject|z] to be updated: \ | | E Apply |
EPS ID/Froje... | EPS Mame/Proje... | Current Data Date | New Data Date | Flann 0 Cancel
3 Auto Automated Spsterm 08-Map-0000:00  08-Map-0000:00  15-Ju
[Z3 Bldg Office Building &4d... 27-5ep-9300:00 D6Map0000:00  1%-Ju. & Help

s [Conv | Convey \ 02Jun00 0000 024un-0000:00 15y

O\l 5

\A.new data date iz used when actuals are applied.

+ Each project uses its own new data date:

= The same new data date is used for all projects

[ Ewbata [ate ID2dun-DD oo lﬁl
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Scheduling Projects

To display and/or use
P3e’s default scheduling
settings, click Defaultin the
Schedule dialog box.

For more information on
additional scheduling options,
refer to the online help.

P3e employs the Critical Path Method (CPM) scheduling technique to
calculate project schedules. CPM uses activity durations and relationships
between activities to calculate project dates. This process is performed in
two phases or “passes” over the activities in a project.

The first pass or “forward pass” calculates the early start and early finish
dates for each activity, based on the start or finish dates of predecessor
activities as well as the duration of the activity itself. Depending on the
settings of your schedule options, activity constraints may also affect the
early start or early finish dates of activities.

The second pass or “backward pass” calculates the late start and late finish
dates for each activity, based on the start or finish dates of successor activ-
ities as well as the duration of the activity itself. Depending on the settings
of your schedule options, activity constraints may also affect the late start
or late finish dates of activities. The free float and total float for each
activity are recalculated.

@ In P3e you can schedule one project or all projects in a
=| particular EPS node.

Schedule a project Open an individual project or the node that
contains the projects you want to schedule. Choose Tools, Schedule. The
top portion of the Schedule dialog box lists the number of projects to be
scheduled, along with the earliest data date of all open projects. You can
change the data dates for individual projects when you apply actuals
(choose Tools, Apply Actuals.)

A forecast start date is shown if you manually changed the start date of a
project by dragging the project bar to a new timeframe in Portfolio Analyst
or Tracking layouts. You can choose to use this new date instead of the
project’s planned date and current data date when you schedule the
project. Mark the Set Data Date and Planned Start to Project Forecast Start
During Scheduling option. If multiple projects are open, each with a
project forecast start date, P3e uses the forecasted start date from each
project during scheduling.

Select the scheduling options, then click Schedule.
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Mark to level resources
while scheduling the \ Help

open project(s).

Mark to record your
scheduling results in a
log file, then click the
Browse button to specify
a filename and location.

Schedule E
B o
Project(z] to schedule I 4 ﬂ

Earliest Data Date I 27-5ep-33 00:00 J 3 Schedule |
Earliest Project Forecast Start D ate I 5 Diefault

I | et ista it and Pl anned StarteFraietFaresast Starhdinnaschedulite B Viewlog

I Schedule automatically when a change affects dates

Level resources during scheduling

™ lgnore relationships to and from other projects
™ Use Expected Finish Dates
™ Constraints have higher priority than relationships

™ Make open-ended activities critical

\ Critical activities have float lezs than or equal to I 0.0d

Compute Tatal Float as | Start Float = Late Start - Early Start =l

‘ }’ Log to file IE:\Program Files\Primavera Enterprize’Primavera Project _I

Automatic scheduling and leveling P3e can also calculate the
schedule each time activity data change, rescheduling activities that have
changed significantly and rescheduling any activities affected by the
change to the first activity. If automatic scheduling is turned on, P3e recal-
culates the schedule each time a significant change is made to an activity,
relationship, or resource. If you turn off automatic scheduling, changes to
activities will not be reflected in the schedule until you calculate the
schedule again. P3e can also level resources during automatic scheduling.

2 After the forward pass, if a Must Finish by Date is specified in

=| the Project Details Dates tab, P3e calculates the backward
pass using the must finish by date rather than the schedule end
date.
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Types of Activity Dates

Date Field Definition

Start The current start date of the activity. Set to the planned start date until the activity is started,
then set to the actual start date. An ‘A’ after the Start value indicates that it is the Actual
Start; an “*’ indicates that a Start constraint is applied to the activity.

Finish The current finish date of the activity. Set to the activity planned finish date while the
activity is not started, the remaining finish date while the activity is in progress, and the
actual finish date once the activity is completed. An ‘A’ after the Finish value indicates that
it is the Actual Finish; an ‘*’ indicates that a Finish constraint is applied to the activity.

Actual Start The date on which the activity actually started.
Actual Finish The date on which the activity actually finished.
Early Start The earliest possible date the remaining work for the activity can begin. This date is calcu-

lated by the project scheduler based on activity relationships, schedule constraints, and
resource availability.

Early Finish The earliest possible date the activity can finish. This date is calculated by the project
scheduler based on activity relationships, schedule constraints, and resource availability.

Late Start The latest possible date the remaining work for the activity must begin without delaying the
project finish date. This date is calculated by the project scheduler based on activity
relationships, schedule constraints, and resource availability.

Late Finish The latest possible date the activity must finish without delaying the project finish date.
This date is calculated by the project scheduler based on activity relationships, schedule
constraints, and resource availability.

Planned Start The date the activity is scheduled to begin. This date is set equal to the early start date by
the project scheduler but can be updated manually by the project manager. This date is not
changed by the project scheduler after the activity has started.

Planned Finish ~ The date the activity is scheduled to finish. This date is set equal to the early finish date by
the project scheduler but can be updated manually by the user. This date is not changed by
the project scheduler after the activity has started.

Remaining Start The date the remaining work for the activity is scheduled to begin. This date is calculated
by the project scheduler but can be updated manually by the user. Before the activity is
started, the Remaining Start is the same as the Planned Start. This is the start date that
Progress Reporter users follow.

Remaining Finish The date the remaining work for the activity is scheduled to finish. This date is calculated
by the project scheduler but can be updated manually by the user. Before the activity is
started, the Remaining Finish is the same as the Planned Finish. This is the finish date that
Progress Reporter users follow.

Expected Finish ~ The date the activity is expected to finish. Typically, this date is entered in Progress
Reporter by the primary resource. When scheduling your project(s), you may choose to use
or ignore the Expected Finish dates.

Constraint Date  The date for which the activity’s constraint applies. Depending on the constraint type, this
date could be a start or finish date. For example, for a Finish On constraint, the constraint
date is the date on which the activity must finish. If the activity does not have a constraint,
this field will be empty.
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Leveling Resources

P3e does not include
expenses when leveling
resources.

Mark to level all
resources, or clearx

and click Select
Resources to specify
the resources to be
leveled.

Mark to delay activities—

with resource conflicts
only up to their late finish
dates, then type the
minimum amount of total
float and specify the
maximum percentage by
which the resource
availability can be
increased.

Level resources in your projects to ensure that resource demand does not
exceed resource availability. Resource leveling is an automated process
that changes the start of certain activities. During leveling, P3e compares
the resource requirements of all scheduled activities to the maximum
quantity available at the time of leveling. An activity is delayed if too few
resources are available at any time during the activity’s duration.

You can select the resources to be leveled, and you can add leveling prior-
ities that specify which project or activity is leveled first when a conflict
occurs.

@ The maximum amount of work that a resource is capable of

=| performing for a given timeperiod is defined by the resource’s
Max Units/Time in the Units & Prices tab in the Resources
window.

Level resources Choose Tools, Level Resources. You can set several
resource leveling options to meet your requirements. Click Level after you
make your selections.

Mark to automatically level resources each time
you schedule a project.

Level Hesources

= Cloze

J» Default

i
Pl Automatically level resources when scheduling
™ Consider assignments in other projects with pricrity equal?higher than 3 =
V' Preserve scheduled early and late dates

SelechHesaurces. .

v Level all resources

= iewlog |
™ Level resources only within activity Total Flaat | Help
Frezerve minimum float when leveling 0.0d
Max percent to over-allocate resources 25 al

Leveling priorities
Field M ame
4 Pricrity

Sort Order

[ add Eﬁ Femove

¥ Log tafile |C:\F'rogram Files\Primavera Enterprise\Primavera Proje |
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For more information on
leveling options, see the

online help.

When preserving early and late dates, shows

For example, if resources are assigned across multiple projects, you can
determine whether to consider the resource assignments in other projects
when leveling. A leveling priority number is assigned to each project when
you add the project (in the Projects Details General tab.) In the Level
Resources dialog box, mark the checkbox to consider assignments in other
projects and specify the priority value you want to consider.

If you mark the Preserve Scheduled Early and Late Dates checkbox, P3e
retains the project’s current early dates before leveling. To review the
leveled early dates, choose to show the Remaining Start/Finish dates or the
Start and Finish dates. In addition when you preserve these dates, P3¢ only
forward levels the schedule, which means that the early dates of activities
from the start to the finish of the project are scheduled.

early dates before leveling

i’ Primavera Project Planner for the Enterprise: Auto [Automated System)

Shows leveled—]
dates

Fle Edt View Project Enterprise Tools Adwin Help
e 4 4 * €]
tivities \ Back Home  Dir Helps
DEr TebEkLE MBETE B% R =5
\
- Layout - Classic Schedule L ayout \ s add
Activi 1D Activity Name e 200
L[ (7% D=
B Auto Automated System 0-Oct-1) 5 p_—

B Aute.3 Software | 20-0c1-05 | !
A5150 | Froduction Start 200005 2000105 | 24%5cp03  245epD3 200ct05  200ct05 Com
45113 | Install Processor/Solware/Data T | 21 0ct05 | 24Apr06 | 255epl3  26Marld 210005 244p06
45115 | Load System Software BO0CHE | Z2Mapl7 | 28%5ep 04 25Ap05 250ctE  22Mapd7 B e
45116 | Frogiam 23Map 07 11 Dect? | 250pr05  14Nov-.. 23Mapd7  11Decd?

AS600 | Manual Operation Ready 23Map 07 | Z3Mayl7 | 250pr05  26Ap05 23Mapld7  23Mapd7 0 Remmes
AS280 | Test Software 12Dec07 O7Jul08 | 15Mov05  09Junl5 12Dec0?  07-Jul03
43265 | Dicbug Software 08Jul08  14dan0S 12dun06  19Dec.. 08JullE  T4Jan0s & Fecbhd
45117 | Startup Frocedue Development 15Jan09 20003 | 20Dec0s  220und7 15Jan03  20Jul09 &
AS500 | Automatic Operation Fready 15Jan09 15dan03 |20Dec0f  20Dec.. 16Jan09  16Jand gm
e
= Fiodcoosos
m Sicoessors
. 0 |10
R | [User. admin [Data date: 27-5ep-33 [Access Mode: Shared |Baseline: Current Project

If you clear the Preserve Scheduled Early and Late Dates checkbox, P3e
also performs backward leveling. Backward leveling schedules activities
to occur as late as possible without delaying the project finish. P3e
reverses the leveling process, beginning at the project’s late finish and
working towards the beginning of the project. If insufficient resources are
available to schedule an activity on its late dates, P3e advances the activity
to an earlier date. When P3e forward and backward levels the schedule (by
clearing the checkbox to preserve scheduled early and late dates), the
project’s early and late start/finish dates are updated.
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Prioritize activities during leveling To handle scheduling conflicts
that may occur during leveling, you can add priorities that specify which
project or activity is leveled first. In the Leveling Priorities section of the
Level Resources dialog box, click Add. P3e adds a blank leveling priority
to the list of leveling priorities. Select the type of priority, then select the
order in which the item specified in the priority will be leveled. Add prior-
ities in the order in which you want P3e to consider them.

To remove a priority, select it, then click Remove. To change the infor-
mation specified for a priority, double-click the Field Name column, then
select a new field name and/or double-click the Sort Order column, then
select Ascending or Descending.
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Leveling priority definitions The following table defines the priority
and order options you can specify for leveling resources.

Priority Ascending (Lower) Descending (Higher)

Activity Priority Levels higher priority activ- Levels lower priority activ-
ities first ities first

Project Priority Levels higher priority Levels lower priority
projects first projects first

Planned Start Date  Levels activities with earlier Levels activities with later
planned start dates first planned start dates first

Planned Finish Date Levels activities with earlier Levels activities with later

Original Duration

Remaining Duration

Total Float *

Early Start Date *

Early Finish Date *

Late Start Date *

Late Finish Date *

planned finish dates first

Levels activities with shorter
original durations first

Levels activities with shorter
remaining durations first

Levels activities with less
total float or more critical
activities first

Levels activities with earlier,
early start dates first

Levels activities with earlier,
early finish dates first

Levels activities with earlier,
late start dates first

Levels activities with earlier,
late finish dates first

planned finish dates first

Levels activities with longer
original durations first

Levels activities with longer
remaining durations first

Levels activities with more
total float or less critical
activities first

Levels activities with later,
early start dates first

Levels activities with later,
early finish dates first

Levels activities with later,
late start dates first

Levels activities with later,
late finish dates first

* Indicates that the priority is available only if you mark the Level Resources
Only Within Total Float checkbox in the Level Resources dialog box.
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Summarizing Projects

L
In this chapter:

Setting Summarization Options

Summarizing Projects

In P3e you can summarize and save resource
quantity, cost, and/or custom user field infor-
mation from an enterprise project structure
(EPS) node or a project’s work breakdown
structure (WBS). You can then view summary
data such as original budget and other cost
values at various levels of the EPS in P3e,

Portfolio Analyst, and Primavision.

This chapter explains how to summarize data
“on-the-fly” or at a regularly scheduled

interval you specify.
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Setting Summarization Options

This number indicates the
level to which others will be
able to drill down within Prima-
vision and Portfolio Analyst.

Before you can summarize information in P3e, you need to specify which
projects P3e should summarize and the work breakdown structure (WBS)
level to which you want data summarized. For example, you may want to
analyze only specific projects in the enterprise project structure (EPS) or

concentrate on information that resides at a particular WBS level or below.

Set summarization options Choose Enterprise, Projects. Select the
project you want to summarize. Click the Settings tab. In the Summarize
to WBS Level field, specify the maximum WBS level to which the project
can be summarized. When summarizing baseline project data, select the
baseline to use in the Baseline for Summarization field.

= Primavera Project Planner for the Enterprise: Conv, Bldg, Auto, Millipede, Elk, Motion, Spec-1, Bohimia C, Echimia 0, Manis ... [E]ES
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Hydraulics Division | % Cut ‘
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= 4 Custom
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= 4 Colonel1_Col Motors Projects

Copy

[
[
05un00 08:00 [ O7-Aug-00 16:00 |v LN
: ?"I

3 Colonel... Manfa
4 » 4“‘ 3

General | Dates | Notebook | Budget Log [ Spending Plan | Budget Summary | Funding | Codes | Defaults | Resources | Seftings L
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Auto-numbering Defaults |

o Summaieed Do O Activity ID Prefis Activiy 1D Sl Incrsmert
™ Contains Summarized Data Only R | T | 5
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20H =00 145 Projsct Settings
Summarize o WBS Level Character for separating cods fields for the WES hies [
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=

Ciifical activities hawe float less than ar equal ta 0d

Baseline for Summarization

<Current Projects hd

Fiscal year begins on the 1st day of

Jaruary -

il [User admin [Dats date: 27-5ep93 00,00 _ |Aoosss Mode: Shared [Baseline: Curent Project

The Last Summarized On field displays the date when data were last
summarized for the project.

Mark the Contains Summarized Data Only checkbox if you plan
to link to project data in other applications.

=
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Summarizing Projects

You can also summarize a
single project or a specific
group of projects. Select
the projects you want to
summarize in the EPS,
then right-click and choose
Summarize Project. Click
Yes.

In P3e you can summarize data at any time, using the Tools, Summarize
command, or you can use the Job Services option to schedule a time when
data are regularly summarized. For example, set P3¢ to summarize every
Monday at 8:00 a.m. In each case, P3e summarizes project data according
to the settings you specify and saves the new summary values to the
project database, overwriting any previously calculated summary data.

You can view and report on summarized data in P3e, Primavision, and
Portfolio Analyst.

View summary data to quickly see —
the bottom line in Portfolio Analyst.

¥ Portfolio Analpst [-1=]x]
File Edit Yiew Define Taols Help
i
Portfalio Analyst Hep
-+ Display Partfolios - EPS and Praject Co| | . Display - Project Bar Chart

LoadLevel [$ummary Dala Layout Hame  [Labor Costs ]

RHE T ERREE LS
\

Project -
(1 ColonelDM Design-a
(1 ColonekManufacture. Mz
3 Corp.Intemal Corporate |
(53 Elk Customer: John Elk ~
G Elk Elk Tractors

[y 10 Initial Design
W Pistons. P

Auto Automat... !

(3 Aute.Automated Spstem
(Z3 Corw.Canveyor System

T | conv Convey... ]

=1 Echimia Mads.Bohimia 1
(22 Bchimia 0.Bohimia Nucl
Iy Close.Closeout
I Close.Closeout

(33 Con.Canstruction Total Cost
M4 DDF.Develop Design P 8L
M4 DDF.Develop Design P W Actual
(23 Dives C.Diver's Point Nu [ Remaining
29 Diver M Diver's Faint b,
(7 Miver A Nivers =

4 _}'_I $0.00 $4.000.00 $8.000.00 $12.000.00 $16.000.00

Fererl [ [ [ [

Summarize project data manually Choose Enterprise, Projects.
Choose Tools, Summarize, then select to summarize Open P3e Projects in
the current view, All P3e Projects in the EPS (both open and closed), or
Summary Only Projects (those projects for which the Contains Summa-
rized Data Only checkbox is marked in the Project Details Settings tab).

2 If you choose to summarize all P3e projects, P3e also summa-

= rizes data for each EPS node after the project summaries are
saved to the database.
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In this example, projects are —‘\_

scheduled and then summa-
rized at the end of each two-
week period.

Mark to summarize projects —|| © Evevdaat oo 2]

immediately after they are
scheduled.

Mark to log information about the
service to a file you specify.

Summarize project data as a service Choose Tools, Job Services,
then click Add. Select Summarize in the Service Type field. Specify a
number in the Job # field to indicate the sequence in which P3e should
perform the service, if more than one service is listed. Type a brief
description of the service in the Job Name field. In the Status field, select
Enabled to activate the summary service. You can suspend a service at any
time by selecting Disabled in the Status field. In the Run Jobs area,
schedule when the service should be run: Everyday at a specific time, or
every week, two weeks, or month on a day and time you specify.

i Job Services =] E3
Job Queue | = Cloze |
Job # |J0b Mame |Status |Sgwpe |Last Fun |Next Fiun
1 Biweekly Schedule Enabled Schedule 0%Jun0000... [ Add
Summari ules P Enabled _ 05-Jun-00 00..
b4 Delete
Help
K 0
Job Details [ Jab Options
Application User Lagin Mame |8 admin Primavera dmin _|

Last run status I

Run Job |

\(" Every IWeek j oh the Ifirst j ISunday j at IUD:DD j

Immediately after previous jobd

i (7 Logta i |E:\TEMP\iob2.txt —D

2 You must have the appropriate access rights to set up job
=| services.
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How P3e Summarizes Data

P3e enables you to summarize data for all
projects in the EPS. Summary information is
calculated and displayed for costs and
quantities, custom user fields, dates, durations,
float, progress, baselines, variances, and
special cases for activity, resource, and cost
data. The following paragraphs explain how
P3e summarizes specific data .

Costs and quantities P3e totals cost and
quantity data items, such as budgeted cost and
budgeted quantity, by adding the values for
each activity in the summary.

Custom user fields P3e summarizes user
fields according to type. For example, items
representing start dates show the earliest start
date, and items for finish dates show the latest
finish dates. A numeric user field is totaled for
the summarized activities. A text-based custom
user field displays a blank unless values for all
activities are the same.

Dates Ifyou display early dates, P3e shows
the earliest early (or actual) start date and the
latest early (or actual) finish date. The same
rules apply for late dates and baseline early and
late dates.

Durations P3e summarizes original and
remaining duration values. For activities with
no progress, the original and remaining
durations are the number of workperiods
between the earliest early start and the latest
early finish dates.

If the summary activity has an actual start date,
P3e calculates the original duration from the
actual start date to the latest early finish date;
the remaining duration is calculated from the
“internal” early start date to the latest early
finish date.

(P3e keeps track of the early start date for each
activity, even when you assign an actual start
date; this is referred to as the “internal” early
start date of the remaining duration.)

If the summary activity is 100 percent
complete, P3e calculates the original duration
as the difference between the actual start date
and the actual finish date; the remaining
duration is zero.

Float You can base total float of the summa-
rized data on the start dates, finish dates, or
most critical dates. To set this option, choose
Tools, Schedule, then select how you want to
calculate total float in the Compute Total Float
As field.

Progress The simplest measure of percent
complete uses duration to compare the amount
of time remaining to complete the activities to
their original duration. In this case, P3e uses
the following ratio for each summarized group:

[(Summary Current Planned Duration - Summary
Remaining Duration) / Summary Current Planned
Duration] x 100

Baseline data, comparison data, and
variances You classify each baseline,
comparison, or variance data item as either a
date or a duration data item. See the Dates and
Durations sections earlier on this page.
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L
In this chapter:

Adding Issues

Assigning Tracking Layouts to
Issues

Using the Issue Navigator
Adding Thresholds

Threshold Parameter Definitions
Monitoring Thresholds

Assigning Tracking Layouts to
Thresholds

Issues are known problems within a project
plan that require attention or corrective action.
In P3e, you can manually create issues and you
can generate issues automatically by defining
project thresholds. You can associate these
issues with work breakdown structure (WBS)

elements, activities, or resources.

Create a threshold in P3e by selecting a
parameter, such as start date variance; setting a
lower threshold value for the threshold, such as
-2 days; and applying the threshold to a
specific WBS element, or area, of your project
plan. After you define a threshold, P3e
monitors and generates the threshold’s issues

for you.

This chapter describes how to add issues and
thresholds and use them to help you manage

your projects.
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Adding Issues

You can group and sort issues by
various detail items, such as
project, EPS, or WBS. Click the
Display Options bar, then choose
Group and Sort By.

Issues identify problems within a schedule that must be addressed before
the project can be completed. Issues can be added manually to projects, or
you can use thresholds to generate them automatically. (See Adding
Thresholds later in this chapter.) Once you create an issue in P3¢, you can
assign a priority level, tracking layout, and responsible manager to it. You
can also e-mail the issue’s details, along with your comments, to any
member of the project’s staff. Use P3e’s Issue Navigator feature to quickly
view all the information associated with an issue.

Add an issue Choose Project, Issues. If Issue Details are not displayed,
click the Display Options bar, then choose Issue Details (the box next to
the command should be marked). Click Add, then click the General tab.
Type the issue’s name. Select the manager responsible for addressing the
issue. Responsible managers are defined in the organizational breakdown
structure (OBS). Click the Browse button in the Tracking Layout field to
select the layout that best displays the issue. Your user name is automati-
cally entered in the Identified By field. You can type another user name of
the individual who identified the issue. If the issue was generated by
running the threshold monitor, Monitor is displayed.

i Primavera Project Planner for the Enterprise: Auto [Automated System) HE R
Fle Edt View Project Enterprise Tools Adwin Help
i 4 ) & F €]
PI’OjeCt Issues Back Fowad  Home  Dir Helps
[~ Display: Alllssues ] O Add |
Issue < [wes Status Pricril Activity 1D
I - 2 3-Nomal
i@ OV - Cost Variance (3] s ($4,561 50] on WB... Auta.1 Open 3-Nomal P Hoity
@ v - Cost Variance (3] s [$5.157.85] on WE... Auto Open 3-Nomsl O lesueHitoy
@ v - Cost Varisnce (3] s ($596.35) on WBS... Auta.2 Open 3-Nomsl
@ Firish Date Variance (days) is 0.0d on WES... Auta1 Open 3-Nomsl AS100
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@ Total Flaat [days) is 0.0d on Activit: 45100 Auta.1 Open 3-Nomsl AS100
@ Total Flaat [days) is 0.0d on Activit: 45101 Auta1 Open 3-Nomsl As10
4 »
General | Ditails | Notes
Issug Mame Status
ILV - Cost Yariance [$] is ($222.35) on WES: Aute.2.1 |open =l
Fespansible Manager Fiiarity
[ Hydra Corporation - 3 - Nomal -
Tracking Lapout Identified By Data Date
R Total Costs over Time o] [Maritor [08May-00 0040
R | [User. admin |Data date: 0&-May-00 00,00 _[Aocess Mode: $hared |Baseline: Current Project
The issue status is automatically set to Open and the

priority is setto Normal. Change these fields as required.”
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You can only modify fields
in the Details tab for issues
you have added; these
fields are Read-Only if the
issues are generated by a
monitoring threshold.

To change the list of recip-
ients, click the Display
Options bar on the Assign
Recipients dialog box, and
choose Resources or
Users.

Define an issue’s details and add notes Choose Project, Issues.
Click the Details tab, then type the issue’s actual (numeric) value in the
Actual Value field. To associate the issue with a WBS element other than
the root WBS element, click the Browse button in the Applies to WBS
field and select the element. You can also associate the issue with a
resource or activity.

To enter additional information about the issue, click the Notes tab, then
type your notes. You can use HTML editing features, which include
formatting text, inserting pictures, copying and pasting information from
other document files (while retaining formatting), and adding hyperlinks.

%I If the threshold monitor generated the selected issue, the
"= parameter name is listed in the Threshold Parameter field in the
Details tab.

Send e-mail about an issue In the Project Issues window or the Issue
Navigator dialog box (choose Tools, Issue Navigator), select the issue
about which you want to send e-mail, then click Notify. To specify the
individuals to whom you want to send e-mail, click Add. Choose Select
Recipient from a Dialog to select a recipient from a list of resources or P3e
users, click OK, then select a recipient from the Assign Recipients dialog
box. Click the Assign button. To remove a recipient from the recipient list,
select the recipient, then click Remove.
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i Notify lssue: CVY - Cost Yariance [$] is [$222.35] on WBS: Auto. 2.1

Fiecipients

| = Cloze

E-Mail Address Fiesponzibility

Current User

— Click to add recipients to the
e-mail, then choose how you
want to select recipients.

Send Al

Details

Subject

lssue: CV - Cost Variance [$] is [$222.35) on 'WEBS: &uto.2.1

Contents

SUMMARY
lssue: CV - Cost Variance [$] is ($222.35] on WES: Auto. 2.1
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[ iy
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Pricrity:
Data Date: | Recipient Options | o oK
0 Cancel
= Manually add a new recipient
Help

To type a recipient’s e-mail address directly, choose Manually

Add a New Recipient, click OK, then type the recipient’s infor-

mation.

Type a subject for the e-mail, then type any additional comments about the
issue in the Contents area. Click Send All.
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View and add to an issue’s history Choose Project, Issues. Select
an issue, then click Issue History.

i lssue History E

lzzue History Maotes
Date: 17-Hay-00 00:00 =l
T=zer: admin
Heed to monitor closely for next month
H
Add to Notes
=
Type any additional
comments about the issue,
then click Add.
|
Help = Cloze
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Assigning Tracking Layouts to Issues

This tracking layout shows total
costs over time.

Assign a tracking layout to an issue to graphically display the information
surrounding the issue, then use the Issue Navigator (choose Tools, Issue
Navigator) to open this layout in the Tracking window.

Assign a tracking layout to an issue Choose Project, Issues. If
Issue Details are not displayed, click the Display Options bar, then choose
Issue Details (the box next to the command should be marked). Select the
issue to which you want to assign a tracking layout. Click the General tab,
then click the Browse button in the Tracking Layout field. Select the
tracking layout you want to assign, then click the Select button.
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Using the Issue Navigator

The Issue Navigator helps to provide you with the information you need
regarding a particular issue so you can quickly resolve it. Select an issue
that you added or was generated automatically and choose to jump to its
associated tracking layout; activity, WBS, or resource assignment; or more
details. You can also send an e-mail to notify other users about the issue.

Use the Issue Navigator Choose Tools, Issue Navigator. Select the
issue whose details you want to view, click the appropriate button to
display the information you want to view about the issue. For example,
click Tracking to immediately display the Tracking window already open
to the issue’s associated tracking layout. The associated tracking layout,
activity, WBS, and/or resource for an issue are specified in the Issues
window (if manually entered), or in the Thresholds window (if generated
automatically).

i lssue Mavigator M= =3

&} 0.2, 3 - Mormal
Ji@l] O - Cost Variance ($) iz ($4.5... Auto. Open

3 - Mormal
i@l O - Cost Variance [$] iz ($5.1... Auto Open 3 - Momal
i@l O - Cost Variance ($] iz ($59... Auto.2 Open 3 - Momal
3.

Mormal T
3

If a button is ungvallaple, it i@ Finish D ate Yariance [days] is ... Auta.l Open
means the issue is not ]
associated with that topic. 1 Tracking | B chiities | % WhBS | & Fesouces | i@ Issue Details L

Help | = Motify | @ Cloze |

2 You can automatically display the Issue Navigator each time
you open P3e. Choose Edit, User Preferences, then click the
Application tab. Mark the Show the Issue Navigator Dialog at
Startup checkbox.
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Adding Thresholds

For more information about
each parameter, see the
Threshold Parameter Defini-
tions section later in this
chapter.

Project thresholds consist of parameters assigned to WBS elements; they
are used to monitor projects and generate issues in P3e. For example, you
may set a threshold with the Cost % of Planned parameter and an upper
threshold value of 100 percent. When the actual cost of the specified WBS
element reaches 100 percent of the planned cost, P3e generates an issue.

You can assign thresholds to WBS elements at the activity or WBS level.
If you monitor a project at the WBS activity level, P3e reviews and reports
issues for each activity that violates the threshold. If you monitor a project
at the WBS level, P3¢ reviews and reports the WBS summary level data
rather than at the activity level. For example, if an activity within a
particular WBS level has a start date variance of -1, but the start date
variance at the WBS level is 0, an issue is not generated even though you
may be monitoring for a lower threshold of -1.

Add a threshold Choose Project, Thresholds. If Threshold Details are
not displayed, click the Display Options bar, then choose Threshold
Details (the box next to the command should be marked). Click Add, then
click the General tab. Select a threshold parameter. For example, enter -2
days for a total float threshold, which means that you want to be notified if
any WBS element/activity has a total float less than or equal to 2 days
(critical). If you enter a lower and upper threshold limit, an issue is
generated for any WBS element/activity that falls outside the specified
range. For example, if you entered 10 days as the upper limit to the float
threshold, you are notified when any WBS element/activity has a total
float less than or equal to 2 days and greater than or equal to 10 days. P3e
automatically enters the type of value that corresponds to the selected
threshold.

Select the WBS element you want the threshold to monitor, then select
whether to monitor it at the WBS or activity level. If you select activity,
the threshold will review activities in the specified WBS and in lower-level
elements of that WBS.

The manager responsible for addressing the issues generated by the
threshold is automatically assigned when you select a WBS element.
Responsible managers are defined in the OBS. Click the Browse button in
the Tracking Layout field to select the layout that best displays the
threshold problem area.
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i Primavera Project Planner for the Enterprise: Auto (Automated System) [_[=]x]
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The threshold status is automatically set to Enabled. If you _|
do not want to use it to monitor the project, select Disabled.
You can also change the threshold’s issue priority.

Specify the timespan to monitor Choose Project, Thresholds. Select
the threshold whose details you want to define, then click the Details tab.
Click the Browse button in the From and To Date fields and select the
dates for which the threshold should monitor WBS elements or activities.
P3e checks only those WBS elements or activities whose start dates are
after the From date and whose finish dates are before the To date.

To monitor all defined Monitor the threshold Once you define a threshold parameter, you
thresholds, choose Tools, need to monitor it to generate any applicable issues. In the Project
Monitor Thresholds. Thresholds window, select the threshold you want to monitor, then click

Monitor. A list of any issues generated are displayed in the Details tab.
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View threshold issues You can quickly view the issues generated by a
particular threshold. Select the threshold whose issues you want to review,
then click the Details tab. Select the issue whose details you want to view,

then click Go To.
i Primavera Project Planner for the Enterprise: Auto [Automated System) [ [=]x]
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- bl V. Cost Vs, Dyen el 0May 100,
31,M—_Iay,gg 0000 ) ‘-v - ria. | Ope 3-Homal 084 ] 10...
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Click to jump to the Issues \— View a list of issues for the
window for the selected issue. selected threshold.

Group, sort, and filter thresholds From the Thresholds window,
click the Display Options bar, then choose Filter By or Group and Sort By
and the option that describes how you want to view thresholds.
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Threshold Parameter Definitions

A threshold consists of a parameter, or type, and a lower and/or upper
threshold value. P3e generates an issue automatically when a threshold
parameter is below or equal to the lower threshold or equal to or above the
upper threshold value.

The following paragraphs define the available threshold parameters.

& Actual Cost is sometimes referred to as ACWP, Planned Value
"=l Costis sometimes referred to as BCWS, and Earned Value
Cost is sometimes referred to as BCWP.

Accounting Variance (AV) An Accounting Variance (AV) threshold
value is expressed as a monetary value. An issue is generated if the
Accounting Variance (the difference between the activity’s budgeted cost
according to the schedule and the actual cost of performing the activity)
falls beyond the threshold values.

Accounting Variance is computed as AV = Planned Value Cost - Actual
Cost.

A negative value indicates that actual costs have exceeded the scheduled
costs. A positive value indicates that actuals costs have not reached the
scheduled costs.

If the lower threshold value is zero, an issue is generated as soon as actual
costs are greater than scheduled costs.

Cost % of Budget Cost % of Budget threshold values are expressed as
a percentage. An issue is generated if the ratio of the activity’s actual cost
to its budgeted cost (actual cost/ budgeted cost * 100) falls beyond the
threshold values.

Actual cost is the same as Actual Cost, and budgeted cost is the same as
Budget at Completion (BAC).

The Cost % of Budget will reach 100 percent when the actual cost reaches
the budgeted cost. The Cost % of Budget may be greater than 100 percent.

CPI - Cost Performance Index A Cost Performance Index (CPI)
threshold value is expressed as a ratio. An issue is generated if the CPI
falls beyond the threshold values.
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The Cost Performance Index is computed as CPI = Earned Value Cost /
Actual Cost. A value less than one indicates that actual costs have
exceeded the value of work performed.

If the lower threshold value is one, an issue is generated whenever the
actual costs exceed the value of the work performed.

Cost Variance (CV) A Cost Variance (CV) threshold value is expressed
as a monetary value. An issue is generated if the CV (the difference
between the activity’s earned value and the actual cost of performing the
activity) falls beyond the threshold values.

Cost Variance is computed as CV = Earned Value Cost - Actual Cost. A
negative value indicates that actual costs have exceeded the value of work
performed, which may be considered a cost overrun.

If the lower threshold value is zero, an issue is generated as soon as actual
cost of the work is greater than the value of the work. A larger negative
value for the threshold indicates that a certain amount of cost overrun may
be tolerated before an issue is generated.

Cost Variance Index (CVI) A Cost Variance Index (CVI) threshold
value is expressed as a ratio. An issue is generated if the CVI (the ratio of
the cost variance to the earned value of work performed) falls beyond the
threshold values.

The Cost Variance Index is computed as CVI = Cost Variance (CV) /
Earned Value Cost.

A value less than zero indicates that actual costs have exceeded the value
of work performed.

If the lower threshold value is zero, an issue is generated whenever the
actual costs exceed the value of the work performed.

Duration % of Original A Duration % of Original threshold value is
expressed as a percentage. An issue is generated if the ratio of the
activity’s actual duration to its original duration (actual duration / original
duration * 100) falls beyond the threshold values.

The ratio of actual duration to original duration may be greater than 100.

Finish Date Variance A Finish Date Variance threshold value is a
specified number of days. An issue is generated if the difference between
the activity’s planned and current finish date (calculated as Planned Finish
Date - Finish Date) falls beyond the threshold values.
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If an activity’s status is Not Started or Active, then the Finish date will be
the Planned Finish date, and the finish date variance is always zero. If an
activity’s status is Completed, then Finish date is the actual finish date.

A negative value for Finish Date Variance indicates that the current finish
date is later than the planned finish date.

Free Float A Free Float threshold value is a specified number of days.
An issue is generated if an activity’s free float (the amount of time the
activity can be delayed without delaying the Early Start of any successor
activity) falls beyond the threshold values.

Free Float threshold monitoring can only be applied at the activity level,
not at the WBS level.

Schedule Performance Index (SPI) A Schedule Performance Index
(SPI) threshold value is expressed as a ratio. An issue is generated if the
Schedule Performance Index (the ratio of the earned value of work
performed to the budgeted cost of work that was scheduled) falls beyond
the threshold values.

The Schedule Performance Index is computed as SPI = Earned Value Cost
/ Planned Value Cost. A value less than one indicates that less work was
actually performed than was scheduled.

If the threshold value is one, an issue is generated whenever the value of
the work performed falls below the expected cost of performing that work,
according to the schedule.

Start Date Variance A Start Date Variance threshold value is a
specified number of days. An issue is generated if the difference between
the activity’s planned and current start dates (calculated as Planned Start
Date - Start Date) falls beyond the threshold values.

If an activity’s status is Not Started, then the Start date will be the Planned
Start date, and the start date variance is always zero. If an activity’s status
is Started or Completed, then Start date is the actual start date.

Schedule Variance (SV) A Schedule Variance (SV) threshold value is
expressed as a monetary value. An issue is generated if the Schedule
Variance (the difference between the activity’s earned value and the
planned value) falls beyond the threshold values.
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Schedule Variance is computed as SV = Earned Value Cost — Planned
Value Cost. A negative value indicates that less work was actually
performed than was scheduled. The activity may be considered behind
schedule.

If the threshold value is zero, an issue is generated as soon as the earned
value of the work performed falls below the amount of work that was
supposed to be performed, according to the schedule. A larger negative
value for a Schedule Variance threshold indicates that an activity may be
behind schedule by that amount before an issue is generated.

Schedule Variance Index (SVI) A Schedule Variance Index (SVI)
threshold value is expressed as a ratio. An issue is generated if the
Schedule Variance Index (the ratio of the schedule variance to the planned
value) falls beyond the threshold values.

The Schedule Variance Index is computed as SVI = Schedule Variance
(SV) / Planned Value Cost. A value less than zero indicates that the value
of the work performed is less than what was scheduled.

If the threshold value is zero, an issue is generated whenever the value of
the work performed falls below the expected cost of performing that work,
according to the schedule.

Total Float A Total Float threshold value is a specified number of days.
An issue is generated if an activity’s total float (the amount of time the
activity can be delayed without delaying the project finish date) falls
beyond the threshold values.

Variance at Completion (VAC) A Variance at Completion (VAC)
threshold value is expressed as a monetary value. An issue is generated if
the Variance At Completion (the budgeted total cost - latest total cost
estimate) falls beyond the threshold values.

Variance At Completion may also be expressed as VAC = Budget at
Completion (BAC) - Estimate At Completion (EAC).

A negative value indicates an estimated total cost overrun. If the threshold
value is zero, an issue is generated as soon as the latest estimate for total
cost exceeds the planned total cost. A larger negative value for a Variance
At Completion threshold indicates that a certain amount of estimated total
cost overrun may be tolerated before an issue is generated.
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Monitoring Thresholds

You can run all the thresholds assigned to a project at one time, or you can
run only individual thresholds as needed.

Monitor all thresholds at once When the project is open, choose
Tools, Monitor Thresholds. To use the timeperiod specified for each
threshold, choose Use Original Threshold Monitor Windows. To specify a
new timeperiod that will apply to all thresholds, choose Use New
Threshold Monitor Window, then click the Browse buttons in the From
Date and To Date fields to select a new set of dates. Click Monitor.

Monitor Thresholds E
o Maonitor
= Use original threshold monitar windows
1+ Use new threshold monitor windaw 0 Cancel

From Date _I To Date _I Help

Monitor a specific threshold Choose Project, Thresholds. Select the
threshold you want to monitor. Click Monitor.

&9 You cannot monitor a threshold whose status is Disabled. To
=| change a threshold’s status, double-click the status you want to
change in the Project Thresholds window.
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Assigning Tracking Layouts to Thresholds

Select the tracking layout to
associate with the threshold
when an issue is generated.
Any issues that are generated
are displayed using this
tracking layout.

Assign a tracking layout to a threshold to graphically display the infor-
mation surrounding the threshold and the issues it generates, then use the
Issue Navigator (choose Tools, Issue Navigator) to open this layout in the
Tracking window.

Assign a tracking layout to a threshold Choose Project,
Thresholds. If Threshold Details are not displayed, click the Display
Options bar, then choose Threshold Details (the box next to the command
should be marked). Select the threshold to which you want to assign a
tracking layout. Click the General tab, then click the Browse button in the
Tracking Layout field. Select the tracking layout you want to assign, then
click the Select button.

i’ Primavera Project Planner for the Enterprise: Auto [Automated System)

File Edit View Project Wapont <]
i T e | @& * €]
PrOJeCt Thre| - Display: Tracking Layauts s Home e Help
—m Tracking Layout T| Dizplay Typ @ o
| Dispiay: ol Threshold: —- . Add
Threshold Paramster @ Completed Activities Froject Bar
E Start Date Variance [d¢ @ Eamed Value Project Tab ¥ Delets
-B- Finish Date V' )
H rish Dale Variancs ¢ @ Earned Yalue - Performance Project Bar | ¢
-B- Total Float (days) ! g B Monitor
[ nce (3] @ Labar Costs Froject Bar
@ Project Costs Project Tab
@ Resource Allocation Resource &
Fesource Allocation by Project Fesource &
fd) Resource Allocation Spreadsheet Fesource &
@ Resource Forecast Resource &
Gerers] -
Threshald Parameter Threshald
[ TV Cost Varianci | 4 | | _>| $10,000.00
WBS to Monitor Detail to Monitor Status
[y oo Butomated System L [wes =l [Eratied =l
Responsible Manager Tracking Lapout Issue Priority
[F®, Hydra Corporation | [ ot Costs over Time | [3-Nomal =l
Feffeshi || [User: admin [Data date: 08-May-00 00:00_[Access Mode: Shared [Bassline: Curent Project
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L
In this chapter:

Adding Risks

Calculating Exposure Values
Calculating a Risk’s Impact
Creating and Deleting Risk Types

Customizing Risk Layouts
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P3e contains an integrated risk management
feature that enables you to identify, categorize,
and prioritize potential risks associated with
specific work breakdown structure (WBS)
elements and resources. You can also create
risk control plans and assign a probability of
occurrence and an organizational breakdown
structure (OBS) element to each risk. A risk’s
assigned OBS element is the person or project

manager responsible for managing the risk.

This chapter describes how to add risks and
risk types, calculate a risk’s impact, and

customize how you view risks.
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Adding Risks

Identify a risk by entering its name, status, risk type, priority level, and
date it was identified. You can also specify which WBS element and
resources the risk will affect and the OBS element responsible for
controlling the risk.

Add a risk Choose Project, Risks. Click the Display Options bar, then
click Risk Details (the checkmark next to the command should be
marked). Click Add, then click the General tab. Type the risk’s name, then
select the WBS element and the resource that the risk will affect. If you do
not specify a resource, P3e considers all resources in the selected WBS.

Select the manager responsible for controlling the risk. Responsible
managers are defined in the organizational breakdown structure (OBS).
Select the type of risk you are creating, and specify the priority level to
assign to the risk.

il Primavera Project Planner for the Enterprise: Conv, Eldg. Auto, Millipede, Elk. Motion, Spec-1, Bohimia C, Bohimia M, Bohimia... [HJ=] B3

File Edt View Projsct Enterpriss Tools Admin Help
i i 4 » @& * @
Project Risks Back Fowed  Homs  Dir Help
-~ Display: All Risks (| Add |
Risk. « [wBs Status Pricrity -
9] Construction workers Bldg Open 3- Nomnal ]
|| Desian Delays BohimiaC12  Open 3- Normel
|| Desian Delays BohimiaC22  Open 3- Normel P CaleImpact
|| Desian Delays Bohimia C241  Open 3- Normal
Bohimia C.1.4.1 3-
|| Materisls Shortags Spec-1 Open 3- Normel
&[] Dverall Schedule Delay MM Open 3- Normel
]| Performance Testing Auto3 Open 3- Normel
|| Performance Testing 43 Open 3- Normal -
General | Deseription [ Impact [ Cantrol |
Rlisk Name: Status
[pesian Defays [Open =]
Apples ta WBS Applies ta Resaurce Pricrity
[ MH.FT Design =l [a | [3- Homal =
Flesponsible Manager Rlisk Type: Date | denified
I8 Flectorics Marufsctuing - 55 || - [l Reauiemert Changss | [f7Dc-55 000
MN~—
Fetiest [ [ser: admin [Data date: D5-Jur00 D00 __[Access Mode: $hared [Bassiine: Current Project

To specify a risk identification date other —
than the current date, click the Browse
button and select a new date.
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Add a risk description and control plan Click the Description tab,
then type a description of the risk. To enter a description of the risk’s
control plan, click the Control tab, then type the description in the Risk
Control Plan field. You can use HTML editing features in both tabs; these
features include formatting text, inserting pictures, copying and pasting
information from other document files (while retaining formatting), and
adding hyperlinks.
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Calculating Exposure Values

P3e uses a risk’s probability of occurrence, date of potential impact, and
resource unit and expense estimates to calculate a risk’s net exposure
values. These exposure values are then used to determine the risk’s impact
on the project’s cost, float, and finish date. The current project data are not
changed.

Calculate a risk’s exposure values Choose Project, Risks. Click the
Display Options bar, then click Risk Details (the checkmark next to the
command should be marked). Select the risk whose exposure values you
want to calculate, then click the Impact tab. In the Impact area, specify the
“as-of” impact date. P3e considers only those activities for the selected
WBS/resource that are scheduled to start on or after the impact date. Type
the estimated number of labor and nonlabor time units, and the estimated
total cost of expenses the risk will incur, if the risk occurs. Type or select a
percent estimate of the probability that the risk will occur. P3e calculates
and displays the risk’s exposure values as Exposure = Impact x Proba-
bility.

This number is calculated using the —
WBS, resource, and date.

General | Description ‘ \mpactl Cantrol |
Impact Date IZEI-EIcl-EIEI o0.00 Impacted Activities I 15
‘ Current Impact Exposure |
Labor Units 221475h 63.16n 1000k ” I 500h
Frobability
Manlshor Lrits | oh | % [=0 2z =
Expenses ]\ $10,500.00 /i I

The Current fields contain the remaining —
number of labor and nonlabor time units,
and the current remaining expenses, for
the WBS and resource assigned to the
currently selected risk.
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Calculating a Risk’s Impact

P3e uses the top-down estimation method to apply a risk’s exposure values
and calculate impact on a project’s schedule, cost, and duration. P3e
applies these values to activities that finish on or after the risk’s impact
date. This does not include completed, locked, or milestone activities.

When applying exposure values, P3e uses any WBS elements and activ-
ities the WBS contains, along with resource assignments and information,
such as price and availability. P3e then schedules the project according to
your current scheduling preferences.

2 To calculate a risk’s impact, P3e requires that you first
=| determine a risk’s exposure values on the Impact tab.

Calculate a risk’s impact Schedule the project whose risk impact you
want to calculate, then choose Project, Risks. Select the risk whose impact
you want to calculate. Click Calc Impact in the command bar. P3e applies
any resource units, then schedules the project using the current scheduling

options.
The number of activities the risk will —
affect. This is not the total number of
activities contained in the WBS element.

Use this dialog box to view the —
selected risk’s effect on the = B o |
project’s schedule cost and WES Fesource Impact Date Impacted Activities

duration. [Bohimia C.1.4.1 | |1 Decga 0D | 3 Ea—— |
Cost Impact
Current Impact | Curent + Impact Impact % Help

Labor Cost $53.060.00 $990,765.93 $1.043,825.83 1867.26%
Monlabor Cost $0.00 $0.00 $0.00 0%
Expense Cost $0.00 $0.00 $0.00 0
Tatal Cost $53.060.00 $990,765.93 $1.043,825.83 1867.26%
Schedule Impact

Current Current + Impact
WEBS Total Float 48.8d 459.8d
WES Finish Date 23-Feb-01 11:59 23-Feb-01 11:59
Froject Total Float 0.0d 0.0d
Froject Finizh Date 15-Jun-01 16:00 02-Jan-15 1700
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Creating and Deleting Risk Types

P3e enables you to create risk types, or categories of possible risks, that
you can assign to risks in any project. You can use risk types to classify
and standardize risks for all projects.

Add a new risk type Choose Admin, Admin Categories. Click the
Risk Types tab, then click Add. Type the name of the new risk type.

To move a risk type up or —
down in the list, select it, then
click Shift Up or Shift Down.

Admin Categories E
“Eﬂﬁaseline Types Risk Types |
Expense Categories | . Display: Risk Types | | Add
% Froject Phase Rizk Type —

) X Delete
[Z] Document Categarie
(] Financial .
ElD £ Stat " s Shift up
Hocument otatus P[] Government/Regulatory Compliance

1 Overhead Codes 1 Staffing Shift down
— (] Material: Shortage
(] Froject Factilities
@ Motebook Topics [l Supplier

P[] Fesource Management

(] Fequirement Changes
P[] Schedule Constraints
] Support & Funding

] System Performance
(] Technology Integration
[ W eather

Help | = Cloze |

Delete a risk type Choose Admin, Admin Categories. Click the Risk
Types tab, then select a risk. Click Delete. Click Yes to delete it.
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Customizing Risk Layouts

Use the Columns dialog box to specify which columns you want to display
in the current risk spreadsheet layout.

Customize risk layout columns In the Project Risks window, click
the Display Options bar and choose Columns, Customize.

i Columns E
.~ Available Options | Selected Options | 4 ak.
Rizk,
Current Expenze Cost _ Fs 0 Cancel
Current Labor Cost Status

Current Labor Units
Current Maonlabor Cost
Current Maonlabor Units
Current Total Cost

[ ate |dentified
Exposure Expense Cost
Exposure Labor Unitz
Exposure Monlabor Units
Impact Date

Impact Expensze Cost
Impact Labar Units
Impact Monlabor Units
Impacted Activities

Friority
i B Appl

3 Drefault
B Edit Title...

3 Help

Probability
Project
Resource -
KN _>l_I
Double-arrow buttons add/remove all available J Click to change the column —
columns in the current layout; single-arrow buttons title of a selected item.

add/remove selected items in the current layout.

Modify the columns shown in the risk layout by clicking the right/left
arrow buttons to move data items between the Available Options and
Selected Options columns.

Items listed in the Selected Options column will appear in the current
layout when you click OK. Click Apply to see your changes without
closing the dialog box.

Filter, group, and sort risk layouts You can select the risks you
want to view and specify how you want to display them, and you can
restrict which risks you view. In the Project Risks window, click the
Display Options bar. Choose Filter By or Group and Sort By and the
option that best describes how you want to view risks.
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avera Project Planner for the Enter
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Maintaining a Project’s Document

Library

L
In this chapter:

Viewing a Document Library and
Adding/Deleting Documents

Specifying Document Location
References

Assigning Reference Documents

Use P3e’s Reference Documents feature to
catalog and track all project-related
documents. These materials include guide-
lines, procedures, standards, plans, design
templates, worksheets, and all types of project
deliverables.

This chapter describes how to maintain your

project’s library of documents.
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Viewing a Document Library and Adding/Deleting

Documents

A document can provide standards and guidelines for performing an
activity’s work, or it can be formally identified as a project standard. A
document can also be the product that results from an activity, such as
testing plans and blueprints. You can also identify project deliverables, or
documents that will be delivered to the end user or customer at the end of
the project.

Use P3e’s Reference Documents feature to maintain general information
about project documents, such as revision date, location, and author. Store
the document files on a network file server, configuration management
system, or Web site, depending on your project requirements.

You can assign reference documents from WBS Details (and assign them
to specific WBS elements to track work) or from Reference Document
Details. You can also indicate whether the documents are public or private.

View a project’s document library Choose Project, Reference
Documents. Click the Display Options bar and choose Ref Doc Details.
(The checkbox next to the command should be marked.)

Add a reference document Open the project to which you want to
add a reference document. Choose Project, Reference Documents. Click
the Title column label to display the reference documents hierarchy. (An
outline icon in the Title column label indicates a hierarchy display.) Select
the document immediately above and at the same level as the document
you want to add, then click Add. Click the General tab in Reference
Document Details. Type a name for the reference document, then add
general information about the document.
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il Primavera Project Planner for the Enterprise: Conv, Eldg. Auto, Millipede, Elk. Motion, Spec-1, Bohimia C, Bohimia M, Bohimia... [HJ=] B3

Enter the selected —
document’s reference
or catalog number.

Track the document’s —|
version by entering the
corresponding number

and last update date.

Fie Edit View Project Entepise Tools Admin Help
@& * @
Reference Documents Back Fowsd  Home  Dir Help
[~ Display: Reference Documents (| Add |
Title = Reference No. Status Document Category A
slete
= & Project: MM Mallard Manufacturing
=-[E] Mallerd Documents % cut
Completed
nctional Desisgn Specification 200 Mot Started m
tail Desian Specification 201 Mot Started a
Datahase Reference Document 202 Mot Started 1 = 4
|5 Hardware Design Speciication 300 Mot Started -
Gengral ‘I\Q@mmn Files ‘ Assignments
Title Reference No
[Proposal I
Version Document Category Status
[20 E] L] [Onder Review |
Revision Date uthor
20-0ct35 0000 L] /[bbott Automation Associates
Feffeshi ] [User: admin [Data date: 05Jun-00 0000 [Access Motle: Shared [Bassiine: Curent Project

— Set up a document status
by choosing Admin,
Admin Categories.

Set up document categories by choosing
Admin, Admin Categories; use
categories to organize different types of
documents.

Enter a document description Click the Description tab and type a
description for the document. You can use the HTML editing features,
which include formatting text, inserting pictures, copying and pasting
information from other document files (while retaining formatting), and
adding hyperlinks.

Delete reference document records Choose Project, Reference
Documents. Select the document or group of documents you want to
delete, then click Delete. Click Yes when prompted.

Deleting a document in P3e deletes only the document’s link,
not the document’s actual, physical file.
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Specifying Document Location References

P3e supports two kinds of document location references, private location
and public location. Private location references can be viewed only by P3e
users. Public location references can be viewed by all project participants,
including Progress Reporter users. For this reason, public location refer-
ences typically refer to files stored in a widely accessible network
location, an intranet, or the Internet.

Enter document location references In the Reference Documents
window, select the document record for which you want to enter a location
reference. Click the Display Options bar and choose Ref Doc Details. (The
checkbox next to the command should be marked.) Click the Files tab.

If yOU want to define the —\ General | Description | Files I Assignments
document as private, type
the file location in this field,
or click the Browse button to
select the location.

Private Location
|E:\F‘|ogram Files\Primavera Enterprise Beta\Primavera Project Planner\DocumentshContract, do:J B3 Launch... |

Public Location \
TP FileshPri Enterprize\databasethightechAbbott System P !
If you want to define the — ‘ogram Files\Primavera Enterprisebdatabasehhightec ott Spstem Proposal. doc _I B3 Launch... |

document as public, type the
file location in this field, or
click the Browse button to
select the location.

Open a reference document Choose Project, Reference Documents.
Select the document you want to open. Click the Files tab. To view a
document’s private file, click Launch next to the Private Location field.
Only P3e users can view this file. To view a document’s public file, click

Launch next to the Public Location field. All project participants can view
this file.
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Assigning Reference Documents

For instructions on assigning
reference documents from the
Activities and Work
Breakdown Structure
windows, see the Working
With Activities and Reviewing
Work Breakdown Structures
chapters.

To change the sort order of —_11

any column, click the column
labels.

Use P3e to assign reference documents to both activities and WBS
elements. For example, during a project’s early planning stages, you may
assign a document to a WBS element. Later, you can assign the same
document to one or more activities as your project’s activity details
develop.

Assign reference documents from the Reference Documents
window Select the document you want to assign. To assign multiple
reference documents, hold down the Ctrl key, then click each document.
Click the Display Options bar and choose Ref Doc Details. (The checkbox
next to the command should be marked.) Click the Assignments tab.

Click Assign. From the pop-up dialog box, select the activity or WBS
element to which you want to assign the selected document. Click the
Assign button. To remove a reference document assignment from an
activity or WBS element, select the item in the Assignments tab, then click
Remove.

General | Description Files Assignments

Aclivity Mame

L Create Hw Hardware Dwg package
A10.60
A10.70

Submit Froposal
P.0. Signed

ER Assign | BR Remove
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Tracking Your Projects

L
In this chapter:

Creating Tracking Layouts
Working with Tracking Layouts
Customizing Tracking Layouts

Grouping, Sorting, and Filtering
Data in Tracking Layouts

P3e’s Tracking feature enables you to access,
display, and manipulate summarized or live
project data in a variety of formats to perform

schedule, cost, and resource analyses.

This chapter describes how to create and
maintain tracking layouts. You will also learn
how to customize the format and level of infor-

mation that each tracking layout displays.
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Creating Tracking Layouts

The Tracking window is divided into two or more panes, depending on the
type of layout displayed. The upper left pane, or Project Explorer window,
shows the enterprise project structure (EPS) and contains information
about the available projects, and the upper right pane, or Top Layout
window, always displays the current layout and layout options. Depending
on the type of layout you open, the left and right panes may be split
horizontally to display additional panes on the lower half of the window.
These include the Resource Explorer window on the lower left and the
Bottom Layout window on the lower right.

— Top Layout window

[ Primavera Project Planner for the Enterprise: Conv, Bldg, Auto, Millipede, Elk, Motion, Spec-1, Bohimia Mods, Bohimia O, Mor._. [HIIE] E3
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= dra dra O
= b Constructi... Capital F Manufacturing Admin
cb Assembly  Assembly Lir
: Conveger 55 Hydra Adnin1 e,
Conveyor Sy )
Hydra Adnin 2
comare s, || 2 -
Comweyor 5y Hydra Adnin 3 i
Conveyor Sy
Conver 5 Hydra Adnin4 e
Convayor Sy Manufactuing - Hydea Corg
Conveyor Sy

Butomated £ Produuet Line Manager ]

Automated €
utomated & Electiorics Manufacturn..
Automated & James Caulfan Field. -]
Automated €
Automated € Peut Sith - Technical .
Automated £ Total Cost
utomated & Jane Holderied - Har... OaL
Automated & Bt wa ol W Actual
= b Faciitss  Facilliss [ Remaining
E1-E2 Bldg Dffice Buildi A -
B Rldn  Mifica Byl
1 y $000 $3,000,000.00 §18,000,000.00%27,000,000.00 436, 000, 500,00

Befesti |l [User. admin Data dfte: 27-5ep-93 00:00 _|Access Mode: Shared |Baseline: Current Project

Hide these columns by —
choosing View, Hide Left
Columns, or by dragging the
split bar.
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For more information about
user preferences, see the
Setting Up User Preferences
chapter. For more information
about summarizing data, see
the Summarizing Projects
chapter.

Tracking layouts display summarized data when you select closed projects
in the Project Explorer window and when you choose to open only global
data when you first start P3e. (Summarized data are available when
projects have been summarized in P3e.) If you select open projects in the
Project Explorer window, tracking layouts display live data. You can
change this setting to display summarized data by choosing one of the
closed projects options in the Resource Analysis tab of the User Prefer-
ences dialog box (Edit, User Preferences).

View project details Right-click a project in the Project Explorer
window and choose Project Details to review additional information about
the project. For example, the Summary tab displays the data the summa-
rizer was last run for the selected project. This will give you an idea of
how current your summary data is. The summary tab also displays infor-
mation about the WBS level to which the project was summarized. For
example, a project may use four WBS levels, but may have been summa-
rized to WBS level 2. As aresult, Tracking window data shows rolled up
values to the second WBS level for that project , when viewed in Summary
mode. You can also review general information, such as the project’s
status and responsible manager, project codes, and project dates.

Project Details: Conveyor Spstem E
General
[~ Contains Summary Data Only
Status
Praj Cades Last 5t ized On St ized to WES Level
Summary [23dun-0013:43 2

Baseling for Summarization

|<Eurrent Project>

Tracking layout types You can create four types of tracking layouts:

m  Project tables display project data in a table format. (Top Layout
window only)

m  Project Bar charts display project data in a horizontal bar chart
format. (Top Layout window only)
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For step-by-step instructions
on creating each type of
tracking layout, see Tracking
Projects in the P3e online
help.

m  Project Gantt/profiles display project information in columns and

Gantt chart format (in the Top Layout window) and time-distributed
project data in either spreadsheet or profile format (in the Bottom
Layout window).

m  Resource analysis layouts display resource/project usage information
in columns and Gantt chart format (in the Top Layout window) and
time-distributed total resource allocation data in either spreadsheet or
profile format (in the Bottom Layout window).

Each of these layout display types enable you to survey projects first at a
comprehensive level, then at more detailed levels according to EPS,
project, work breakdown structure (WBS), organizational breakdown
structure (OBS), phase, or specific WBS data elements. You can also use
features such as filtering and grouping to customize the format and level of
information you want to include in a tracking layout.

Tracking layouts can be accessible to all users (global) or to a specific user
only. You can assign tracking layouts to thresholds and issues to help
monitor a project’s problem areas.

Create a tracking layout Choose Enterprise, Tracking. In the Project
Explorer window, choose the project or EPS node for which you want to
create a layout. Click the Display Options bar in the Top Layout window
(on the right side), then choose Layout, New. In the New Tracking Layout
dialog box, type the new layout’s name. In the Available To field, choose
to make the layout available to you, the current user, or to everyone, All
Users.

Mew Tracking Layout

Layout Mame | v oK |
I[N e Layout) w
Available ta User

I Currert U zer

Select Display Type

j Iadmin Primavera Ad | -~
elp
|

Choose the type of —-
layout you want to

create...

= Project Table BarlChait ]

Display oE,
_Eﬁl ¢ Praject Bar Chart | v

IEost j 0 Cancel

@ = Project Gantt/Profile

ﬂl = Resource Analysis Show bars | =2 Apely |
Field Caolar Show Stacked
BL Total Cost |:I

...then customize it. — | [actual Total Cost I - Help

IHemaining Total Cost j | v
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Working with Tracking Layouts

When you create and save
a layout, only the presen-
tation options are saved,
not the data. This enables
you to use the layout with
different projects.

For information on publishing
tracking layouts to a Web site,
see the Publishing a Project
on the World Wide Web
chapter.

Open a tracking layout by choosing Enterprise, Tracking. In the Project
Explorer window, choose the project or EPS node for which you want to
open a layout. Click the Browse button in the Layout Name field in the
Top Layout window. Select the layout you want to open and click OK. You
can also click the Display Options bar in the Top Layout window, then
choose Layout, Open.

Save a layout In the Top Layout window, click the Display Options bar,
then choose Layout, Save or Save As. If you choose Save As, type a new

name for the layout and indicate whether the layout should be available to
All Users, the Current User, or Another User. If you select Another User,

click the Browse button in the User field, then select the user.

Share a layout You can share a layout with other users in several
different ways:

m  When you first create the layout, you can specify that it be available to
All Users or the Current User.

®  You can save an existing layout using a different name and then
specify that it be available to All Users or Another User. If you
specify Another User, you can then select a specific user.

®  You can export the layout to a file and then e-mail the file or its
location to other users.

®  You can publish the layout to a Web site.

Delete a layout In the Top Layout window, click the Display Options
bar, then choose Layout, Open. Select the layout you want to delete, then
click Delete. Click Yes.

Export a layout In the Top Layout window, click the Display Options
bar, then choose Layout, Open. Select the layout you want to export, then
click Export. Specify the drive and folder to which you want to export the
layout, type a name for the layout, then click Save. The layout is saved in
.PLF format.

Import a layout In the Top Layout window, click the Display Options
bar, then choose Layout, Open. Click Import. Locate the layout (*.PLF)
you want to import and select it, then click Open.
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Customizing Tracking Layouts

For step-by-step instructions
on customizing each type of
tracking layout, see Tracking
Projects in the P3e online
help.

Show up to three bars.
Choose the data you want
the bar to represent and
its color.

Depending on the type of tracking layout displayed, you can customize
various aspects of the Tracking window. For example, you can display
only the top or bottom window in a layout, and you can select the columns
of information displayed in layouts that contain tables and spreadsheets.

Customize a Project table You can customize the columns that
display in a Project table. Click the Display Options bar in the Top Layout
window and choose Top Layout Options, Columns. See the Customizing
and Printing Layouts chapter for more information on customizing
columns.

Customize a Project Bar chart You can customize the bar options
that appear in a Project Bar chart. Click the Display Options bar in the Top
Layout window and choose Top Layout Options, Edit Bars.

To change the timeperiod
for the layout, move the
mouse overa year bar until
the mouse pointer changes
to a hand. Drag to the right
to move backward in time
and to the right to move
forward in time.

Bar Chart E
Display | o oK
IEost j 0 Cancel
Show bars | = Apply |
Field Caolar Show Stacked
Current Budget |:I
ITotaI Spending Plan j - o Help
IAt Completion Total Cost j | r

Customize a Project Gantt/profile You can customize the columns
that appear in the Project Gantt chart (Top Layout window), and the data/
timescale that appears in the profile (Bottom Layout window). To
customize columns, click the Display Options bar in the Top Layout
window and choose Top Layout Options, Columns. To customize profile
options, click the Display Options bar in the Bottom Layout window and
choose Bottom Layout Options, Profile Settings or Timescale Settings.
See the Customizing and Printing Layouts chapter for more information.
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Customize a Resource analysis layout You can customize the
columns and bars that appear in the Top Layout window, and the data/
timescale that appears in the profile (Bottom Layout window). To
customize the Top Layout window, click the Display Options bar in the
Top Layout window . Choose Top Layout Options, then the item you want
to customize. To customize profile options, click the Display Options bar
in the Bottom Layout window and choose Bottom Layout Options, Profile
Settings or Timescale Settings. See the Customizing and Printing Layouts
chapter for more information.
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Grouping, Sorting, and Filtering Data in Tracking

Layouts

For more information on
customized grouping, sorting,
and filtering data, see the
Customizing and Printing
Layouts chapter.

Grouping data allows you to organize information into bands, based on a
common attribute such as a hierarchy, code value, or resource. You can
choose to group data using P3e’s standard data groupings, or you can
create a customized grouping. Sorting enables you to determine the
sequence of data in the layout.

‘¥ Primavera Project Planner for the Enterprise: Conv, Bldg, Auto, Hydia DE (Conveyor System, Dffice Building Addition, Automa... [[E] B3
File Edt View Project Enterpise Tools Admin Help

& 2
Tracking . 2.

- Display - Project Bar Chart |

Leyous Name. [Pt Complatin vs Femaning C | PEEYERADE

~+ Display - Projects

EPS ID/Project 1D =| EPS Name/Project Name
= dra dra Corporatio
-k Constru... Capital Projects
= b Manu Manufacturing Divisio

MM Mallard Ma... p—

[Z3 MM Mallard Manufacturing
[ERC Russell Computers
- Hydraulics  Hypdraulics Division
> Power Power Generation Di

emplate oje emplate
-k Manufac... Manufacturing Templd

-k Plant Plant Projects RC Russell Co... p—
Total Cost
B 4t Completior:
[ Remaining
4 » $000  §7.00000 $1400000 $21,00000 $28,000.00

il | |[User admin [Dat date \P7-5ep93 00,00 |Acosss Mode: Shared [Baseline: Curent Project

This Project Bar chart is grouped by
EPS/Project. You can group and sort
by other default groupings, or
customize your own.

Group and sort data in tracking layouts In the Top Layout
window, click the Display Options bar, then choose Top Layout Options,
Group and Sort By. Select the data grouping you want to apply to your
layout, or customize the grouping. If you choose Customize, double-click
the Group By field and select the field by which you want to group data.
Click Sort to select a sort order for the grouping, then click Apply to
preview your selections or OK to save them.
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Filter data in tracking layouts In P3e, you can use filters to display
only the data you’d like to see. A filter contains a formula that restricts
your view to only the data you require. Click the Display Options bar in
the Project Explorer window and choose Filters. Click Add. In the new
row, click the Parameter field and select a value. Double-click the Is cell
and select a filter criteria. Type a value and click OK.

Click to add another row and Click to preview —
enter additional filter criteria. changes.

i Filter

3|
. Display: Filter | o oK J
| |

Dizplay all rows | Parameter | Iz Walue \
[l of the following]

[l of the following]

[y of the following)

Ahby

Accounting Variance [AY)
Accounting Variance - Labo
Activity [D Increment
Activity |0 Prefix

Activity [D Suffix &2

Click to delete a selected J
row in the filter.

/ﬂ The filter term “Any of the following” is the same as OR. “All of
=l the following” is the same as AND.
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Checking Projects In and Out of P3e

L
In this chapter:

Managing Remote Projects
Checking Out Projects

Checking In Projects

P3e’s Project Check-In/Check-Out feature
enables you to keep track of projects that are
used outside of the enterprise database. For
example, a project manager may check out a
project and take it along to a project site,
updating or modifying the project while at that
site. When the project manager returns to the
office, the project is checked back in, updating

the enterprise database.

This chapter describes the file formats in
which you can check projects in and out of
P3e; it also explains how to check in and check

out projects using these formats.
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Managing Remote Projects

Check projects out of P3e to work on them at remote locations. When a
project is checked out, it cannot be modified in P3e until it is checked back
in.

You can check projects out in the following file formats:

m  Primavera proprietary format (XER) enables you to use activity, cost,
resource, and other types of project information with other P3e instal-
lations, regardless of the database being used (Interbase, Oracle, or
Microsoft SQL Server).

m  Microsoft Project Exchange (MPX) format enables you to use
activity, cost, resource, and other types of project information with
project management tools that support MPX format, such as
Microsoft Project. MPX uses ASCII file format and is compatible
only with MPX versions 4.0 and 4.1.

For more information about m  P3 3.0 format enables you to use activity, cost, resource, and other

converting projects, see the types of project information with Primavera Project Planner (P3)

Primavera Enterprise Admin- . . . .

istrator’s Guide. version 3.0. If you will be using P3e, however, Primavera recom-
mends that you convert your P3 3.0 projects to P3e format as P3e
contains many features and fields that cannot be converted to P3 3.0
format.

Track check-in/check-out status You can easily determine whether
a project has been checked out of P3e. Choose Enterprise, Projects, click
the Display Options bar, then choose Show on Bottom, Project Details.
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== Primavera Project Planner for the Enterprise: Conv, Bldg, Auto, Millipede, Elk, Mation, Spec-1, Bohim
Fle Edt View Project Enterprise Tools Adwin Help

i 4 ) e €]
PI'OjeCtS Back Foryerd Home: Dir. Help
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- Display: Projects O Add |
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. Copy
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< | e
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Checking Out Projects

The Check-Out Wizard guides you through the steps for checking out
project(s). Before you start the wizard, open the projects in P3e that you
want to check out.

Check out projects Choose File, Check Out. Choose XER, P3 3.0, or

MPX, then click Next.

Check Out E

Check Out Format

#ER iz the Primavera proprietary file format which supports exchanging
project data between databases. MP i a widely used file farmat far
storing project information and iz supported by many project
management tools from other vendors. P3 3.0 iz the file format
supported by Primavera Project Flanner verzion 3.0,

Primavera
Enterprise

‘what file format would you like to check out to?

£ 2000 Prim s Sys|

0 Cancel ‘ Brew | Mext ’l E Finish|

Clear the Export checkbox next to each project that should not be checked
out, then click Next.

Check Out E

Projects to Check Out

The projects listed below are open and can be checked out.

Open Projects
Check Out | Froject 1D Froject Mame ;I
Primavera I~ Conv Conveyor System _I
Enterprise ¥  Bldg Office Buiding Addiion
I~ Auto Automated System
Il Millipede Cusztomer: Milipede Tractors
Il Elk Cusztomer: John Elk Tractors
iyl »

£ 2000 Prim s Sys|

0 Cancel ‘ Brew | Mext ’l E Finish|
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@ If the project you want to check out is not on the list, click
=| Cancel, open the project, and restart the wizard.

Specify the name of the file and the location where the file will be saved.

Check Out

Primavera
Enterprise

£ 2000 Primawm

0 Cancel

File Name

What iz the name of the xer file to check out to?

File Mame

C:\Program Files\Primavera Enterprise\Primavera Project F'Iad__ Click the

‘ Brew | ezt ’l E Finish|

Browse
button to
select the
file location.

m If you are checking out in P3 3.0 format, give the project a four-
character name, then click Next. Choose the default planning unit,
click Next, then indicate how P3 3.0 calculates costs in the project.

m  If you are checking out in .MPX format, choose how P3e treats WBS

information.

Click Finish.

C::J If you check out multiple projects to a single .XER file, the inter-
= project relationships between activities in all the projects
included in the file are preserved.
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Checking In Projects

The relationships between
all of the projects in the
XER file are preserved.

Projects previously checked out of a P3e database can be checked back in
to any P3e installation. You must check projects back in using the same
format used to check them out.

Check in a project in XER format Choose File, Check In. Choose
XER as the project check-in format, then click Next. Click the Browse
button to select the file that you want to check in, then click Next.

Check In E

Check In

Check In Project Options

The project(s] listed in the grid below are found in your impart file. If the
zame project(z] already exits [bazed on Project [D] in the databaze | the
Match checkbox will be selected. For each project, pleaze select an
Import Action and the Destination project or EPS ta import into.

Primavera
Enterprise

Froject ID Match | Impart Action Import Ta

£ 2000 Prim s Sys|

0 Cancel ‘ Frew | Mext ’l E Finish|

Specify check-in project options An XER file can contain data
from several projects. The first column in the Check-In Project Options
dialog box lists all the projects included in the XER file. If a project with
the same name already exists in the current installation of P3e, the Match
checkbox next to it is marked. To prevent data in the P3e database from
being overwritten when you check in the XER file, double-click the
Import Action field next to each project, then select one of the following
options:

m  Update Existing Project - The existing project is updated with any
new/modified data in the XER file. Select the project to update in the
Import To field. You can further define how data should be updated
when matches occur. Refer to Choose Update Project Options later in
this section for more information.

m  Replace Existing Project - The existing project is deleted and then
replaced with the project checked in from the XER file. Select the
project to be replaced in the Import To field.

m  Ignore this Project - The project is not checked in to P3e.
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Click to create a new —-

layout configuration.

To delete data that are in
the project being updated
but that are not included
in the import file, mark
the checkbox. To keep
the data, clear the
checkbox.

Choose update project options Click Next to select a layout config-
uration to use when importing project data. The options specified in the
layout configuration determine how P3e handles data in the import file
that match data in the database. You can create and save several different
configurations; however, only one configuration can be used to check in
the file. Select Yes in the Use field next to the configuration you want to
use.

Check In E

Check In

Update Project Options

Import configurations of update options may be zaved and reused.
These define the action to take when imported data [e.q., resources,
rolez] conflict with existing data.

Fleaze choose which lapout configuration to use during the import. Y'ou
may alza Add, Remave or Modify a lavout.

Primavera

Enterprise L anuratin:nn - Click to,
customize
the layout
configu-
ration.

| [) Add | B Remove| B3 Modiy”|

£ 2000 Prim s Sys|

0 Cancel ‘ Frew | Mext ’l E Finish|

Modify a layout configuration The options specified in a layout
configuration determine how data are updated when projects are checked
in. To modify these options, select the layout configuration in the Update
Project Options dialog box, then click Modify.

i Modify Import Configuration =] 3

Modity the zelected configuration by choozing the action to take when

the same data exists in the import file and project being updated. - :
0 Cancel

Del. Urref.

&4 Roles Keep Existi...
% Shift Mames Keep Exishi...

§ Resources Keep Existi...

(23 Projects Update Exi...
% Calendars Keep Exishi...
[Z] Reference Documents Inzert Mew

Project Funding Assignments  Update Exi...

mininin] |mimis|
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The Modify Import Configuration dialog box lists the data types for which
you can set options. Mark the Del. Unref. checkbox next to a data type to
remove data that exist in the project you are updating but that are not
included in the file you are checking in. For example, if several thresholds
are defined in the project that you are updating, but they are not included
in the file you are checking in, mark the checkbox in the Del. Unref.
column to remove the thresholds from the project being updated.

Select one of the following in the Action field to indicate how the data
type is updated:

m  Keep Existing - Retains data in the existing project and does not
overwrite them with the updated data.

m  Update Existing - Overwrites data in the existing project with data
from the XER file.

m Insert New - Retains data in the existing project and adds a new data
item to the project. For example, if a new calendar was added in the
XER file, but you don’t want to change the existing calendars, choose
Insert New to add the new calendar to the existing project.

m Do Not Import - Retains data in the existing project and does not
import the data type.

Click OK to save changes to the modified layout configuration. Click
Next, then click Finish.

Check in a project in MPX format Choose File, Check In, choose
MPX, then click Next. Click the Browse button to select the file you want
to check in, then click Next. Specify the top-level resource under which
the resources in the file you are checking in should be placed in the
resource hierarchy, then click the Browse button in the Project to Check-In
field to select the project to be checked in. Click Next.
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Check In E

Check In

Import Project Options

Chooge the parent rezource under which pou would like to impart all the
Tesources in the MP file.

Chooge the project that you would like to check-in with this MP file.
Primavera
Enterprise

Import into Resource
[EDEdWood |

Project To Check-ln

IEonv |
2000 Primavera Sy

0 Cancel ‘ Frew | Mext ’l E Finish|

Check In E

Check In Options

Fleaze select MP check in options.

If you want ta check in project level information, such as the project
calendar, check the comesponding option. Summary tasks can be
imported as either 'WES levels or as a flat list of activities under one
parent. |n either caze, the parent will be the previously selected WES.
*f'ou can alzo specify which character was uzed for separating 'WES
lewvels.

Primavera
Enterprise

Mark to check in
project-level data, then
choose how P3e should
treat WBS information.

—Iv Import project level information

€+ |mport summary tasks as WES level
‘WS Code Separator

= Import all tasks as activities

£ 2000 Prim s Sys|

0 Cancel ‘ Frew | Mext ’l E Finish|

Click Next to display the Notebook Topics dialog box.
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Check In E

Check In

Notebook Topics

Fleaze select MP import options.
Mates can be imported at the project, WES, and task level as
notebook topics. Select an notebook topic for each type of note that

will be imported. [f you are not importing project level information, then

. the project description will not be imported.
Primavera

Enterprise

Import project notes into IPu[pose 'l
Import WES notes into IHeview Comments 'l

Import tazk notes into I Current Status - l
2000 Primavera Sy

0 Cancel ‘ Frew | Mext ’l E Finish|

Assign notebook topics to each type of note checked into the project, then
click Next. Refer to the preceding sections for information about speci-
fying update project options. Click Finish.

Check in a P3 3.0 project Choose File, Check In, choose P3 3.0 then
click Next. Type your P3 3.0 username and password. Select the location
and project name of the project you want to check in, then click Next.
Specify the enterprise project structure (EPS) location where you want to
place the checked in project and the name of the project you are checking
in. Select whether to update the existing project with imported project data
or replace the existing project with the checked-in project, then click Next.
Refer to the preceding sections for information about specifying update
project options.

Click Next. Specify how P3e calculates costs, then click Finish.

EJ If the P3 3.0 program is checked out, you cannot check in only
=| the project. The entire program must be checked in at once.
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Customizing Projects

In this part: Working with Layouts
Grouping, Sorting, and Filtering Data
Customizing and Printing Layouts
Customizing and Printing Reports

Publishing a Project on the World Wide
Web



Read this part to learn how to customize your P3e
desktop and create layouts that help you see the data you

need to manage your projects.

Working with Layouts describes the types of layouts you
can create and explains how to add, open, and save
layouts. It also describes how to import and export layouts
to share with other users. Read Grouping, Sorting, and
Filtering Data to learn how to group, sort, and filter the
data displayed in layouts to focus immediately on the data
you need to see. Customizing and Printing Layouts shows
you how to change the look and content of layouts by
modifying columns, formatting Gantt charts, adjusting the

timescale, and editing fonts and colors.

The last two chapters in this part address reporting.

Customizing and Printing Reports discusses how to create
and print P3e reports and assign them to report groups and
batches, and Publishing a Project on the World Wide Web

explains how to save layouts in HTML format.
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Working with Layouts

L
In this chapter:

Layout Types

Creating, Opening, and Saving
Layouts

Exporting and Importing Layouts

Use P3e to create layouts that display the data
you need to see, in the format you need to see
them. You can customize the top and bottom
areas of the layout to include tables, graphs,
charts, Activity Details, and more. Once you
are satistied with your layout, you can save it

so you or other team members can use it again.

This chapter describes the different layout
types and explains how to create, open, save,
export, and import layouts.
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Layout Types

Click the Layout Options bar to —|
display a menu of options that

you can use to customize the
top and bottom panes of the
Activities window.

Click Show on Top and Show
on Bottom to select the layout
type displayed in each area of

the Activities window.

For additional information
about layout types and
examples of sample layouts,
see the P3e Quick Tour
chapter in Part 1.

You can open the following types of activity layouts in P3e: Activity
Tables, Activity and Resource Usage Spreadsheets and Profiles, Gantt
charts, PERT, Activity Details, and Trace Logic. Split P3e’s Activities
window into top and bottom panes to display different types of layouts at
the same time. For example, show an Activity Table in the top pane and a
Resource Usage Profile in the bottom pane.

== Primavera Project Planner for the Enterprise: Conv, Bldg. Auto. Millipede. Elk. Motion, Spec-1. Bohimia C. Bohimia 0. Morris ...

Fle Edt View Project Enterprise Tools

Admin Help

M 4 far I+ @
Activities Bsck  fowed  Homs  Dir Help
EEyY DEkhBRitas HETE BE & QL 5EE
—Layout - Costs - Budgeted & ] |
Lyt 5 Budgeted Expense| BL Erpense Cast| Budgeled Labor| BL Labor| Budgeled Hon 4
_—— Cost Bl % beke
Earg... ;34,000.00 0
Bl Columns $2,000.00 b o
Tinescal. 3000 ‘ I o
&) Table Font and Dalors $0.00 $000  $1664000 $16.640.00 i
PERT Oplors. gs for Tem.. $1.000.00 $1,000.00 $1.760.00 $1.760.00 1 [EEEE
Botta L ayout Dptions s for Syst.. #1.000.00 $1.000.00 $1.760.00 $1.760.00 1
TEes. [ $0.00 $0.00 $1.946.00 $1.946.00 L
Al prove Te... $0.00 $0.00 275300 $2.753.00 1
15 Group and Sort prave Syst. $0.00 $0.00 $3426.00 $3.426.00 1y [ FeotyRoE
Ere—— R pos P Ty TI—yT ,
Riolzs
Show on Battom v & |
Hirt Helo imary Fiole Defautt Urits =] | ey | - Fetiviy Cods
-  Time = | o
+ | Ficdecessos
b B ualiy Control 100% || 40k
& e ke anufacturing Line ... 100% | = Guccessors
& Constuct Constuction D o[
% Crane  [Equipmen, 1 20h
Chiis Swanson  Systems Engineering 100%
& st Customer Belai  Customer Relatinns 1003 _I 10h
| Display activtes for selected 1
21 [28 | o4 [11[18[25 |0z [o3[16[23] 30
Time Period
|'— me e - Rz [ Juezom | July 2000 I
Fetrest [ [User. admin Dt date: 27-8ep-88 000 _[Acoess Mode: Shared [Baseline: Curent Projsct

Refer to the following examples:
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— Click the Hide Bottom Window icon to
display the top layout in an expanded view.
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AS255  Path Risfinement and Shakedown-Lin 3 3 3 3
current status cy cle. AS275 Path Risfinement and Shakedown-Lin 0% 0% 0%
=] Auto.2.1 Temperature Control Equipment 23.33% 12.29% 16.08%
&G2NN  Pranars and Colicit Rids for Tamn Can A0 A0 A0 LI
FEesl] [User: admin |Data date: 27-5ep-93 0000 |[Access Mode: Shared |Baseline: Current Praject
Activity Usage i Gt Planner for the Ente Conv. Bldg, Auto, Hydra-DE [Conveyar System, OFf
Fle Edt View Project Enteprise Iools Admin Help
Spreadsheet
- ; Activities . .
Displays units, costs, or
BEF DELBRLE BB YE o S B 5E s
eamed value data by = -
.. . . - Layaut - Classic Schedule Layout O s
act1v1ty over time. Use this Activity D Activity Nams +||Remaining (1389 |  Dctober1983 |  November1933 ||
Labor Units |57 36 To3 [ 10 [ 17 | 24 | 31 [ 07 [14 ] 21 X Delste

type of layout to review
per period and rolled up

= Conv.1 System Design an... 40h 40k 40h 40k 40h 40k 40R 40k 40h & o

Cs300 System Design 30.0d 40k 40h 40k 40h 40k 40k B
11 Cs310 Review and Approve Des... a0d 40h 24h
aCtIVIty resource/COSt data' Cs5430 Prepare Diawings for Con.. 10.0d 16h 40k e Faste;
= Conv.2 Field Operations 120d 40h 40h 40h 24h

= Conw.2.1 Installation 18.0d 40h 40h 40h 24h 8  FResouces

C5311  Start Conveyor Installation 0.0d
C5315  Site Preparation 40h 40h 40K 24h & Rsicby Role
T e e e

= Bldg.1 Design and Engine... 40h 40k 24h

BA4EI  Assemble Technical Data.. | 304 24h = Activly Codes
BA470  Review Technical Data.. | 10.0d 16h 40h 24h
s M

= Bldg.2 Foundation #H.0d 16k 40h 56

-

BAESD Excavation 10.0d 16h 40k 24h 2 cuccessars
BAEED Install Underground Wate. . 5.0d 16h 24k
BAETD Install Underground Electr. . 5.0d 16h 24k
BAEBD Form/Pour Conerete Fooli... 10.0d 48h120h 72h
BAEE1 Concrete Foundation Walls 10.0d Edh
= Bldg.4 MechanicaliElectri... 4.0d 1Eh 40k 40k 40k 40k 40k 40h

= Bldg.4.2 HVAC 16h 40h 40h 40h 40h 40h 40k
R&d11  Prenare and Golicit Rids £ 16h  &h
1]

i | [User admin [Dsta date: 27-5ep-93 00:00_|Access Mode: Shared [Baseline: Current Project




308 Part 5: Customizing Projects

Fle Edt View Project Enterprise Tools

Admin Help

£1145... Q74 of Initial Parts aits

A1145... Initial Customer Delivery
= Colonel-Manufacture.2.2 Manu...
A1145. . Production Processes

A1145. | Install Tooling
A1145. . Tooling Implementation
Colonel-Manufacture 3 Or...

Activities .. 1
BEY CELhBlulg B YE R e
- Layout - Classic: WBS Layout
Activity 1D Activity Name Original [Femain « Julp 2000 | Augusteoon | SEutembel_I
Duration|  Duat |3 05 T7g [ 23 ] 30 | 05 [73 20 [ 2 [ 0310 ] X Delte |
5 Colonel-Manufa 07-4ug 00 1600, EglonelManufac_|
= Celonel-Manufacture 2 Or 4589 45 .D?Aug 00 16:00, ColonelManufac o
A1145090 Production start for receiv.. 0.0d 0 |fived order for 54124 Shack Absorber o
41145100 Send Designs and order i.. 0.0d 1} information to Production
A1145110 | Production of 54124 00d 20 I Froduction of $A124 [
AN45120 Deliver 54124 0.0d [i #Deliver GAT24 |
El Colonel-Manufacture.2.1 Manu.. 453 45 ¥ 07-4ug-00 18:00, ColanekManufac A s
A1145.., Schedule Manufactuing .. 0.0d o[BSkt |
A1145... First Manufacturing Run 1560d 15 || — Fist Manufctuing Fun & Rsicby Role

10, Colonel M anufacture.2.2 Manufacture Tooling
cesses

- il 0/ @ Foks
il Customer Defyery = Aty Cockes

= Predecessors

2 Suceessors

= Conv. 1 System Desmn an...

Cs300 System Design 30004 200 I I
Cs310 Review and Approve Des... | 277.0d 277 : i
5430 Prenare Nraminas for Con 22nd el 7
L F
Refresh |l [User: admin [Data date: 27-Gep-39 00:00 [Access Mode: Shared [Baseline: Current Project

rimavera Project Planner for the Enterprise: Conv. Bldg. Auto,

llipede, Elk. Motion, Spec-1, Bohimia C, Bohimia 0. Monis ... [ E

File Edt “iew Project Enterprise Tools  Admin  Help
Activities . b
A8y OELBEBRLa FETE @% & & 3834
 Layout - Classic WBS Layout = el ‘
FHydra Hydra Corporation ]
Wanufachiing. Manufastding Divisian 7 Delete
Iy ColonelDM.1 Shock
Wy ColonelDiM.4  Brakes T — ‘
T Colonel DEM.2 Switeh 4‘"'”"" - H f i --—|"""‘“’““““" a & ooy ‘
=424 Bohimia M Bohiri
i Bohimia M.1 Forcet | e
=34 Bldg Office
Ty Bldg 1 Desigr Fesies |
o . Found S W | q
B Bldg.3 [T | o iR -1 SECEL .m,....“:a il 7] SR S - s by Fole
Ty Bldg 4 Mechel | e
Ty Bldg.5 Exteric g
T Bldg§ Interion By Lcivity Codes
4 Milipede Custo
=@ Eute e = o |
EE::; ﬁ;:::' = Guccesos
4 Motion Custo
=4 Spec-] Hydran
Ty Spec1.1 Manuf
Iy Spec15 Hew F
=24 Bohimia C Bohiri
ﬂ M £ bienia 1 nrnﬂ_l LI _;I
i | [Baseline: Current Project

[User. admin |Data date: 27—§€p—99 00:00_|Access Mode: Shared ine:
To quickly zoominon a

PERT box, hold down the
Alt key, then click and drag
in the PERT section.

Gantt Chart

Provides a graphical
display of activity
progress over the course
of the project. Use this
layout to review or
analyze the schedule.

PERT

Provides a graphical
display of activities,
including logical
relationships. PERT can
be displayed in the top
layout only. The left side
of this example displays
the WBS hierarchy,
while the right side
shows the activity flow
in graphical format. Use
this layout to change the
sequence of activities as
your project evolves.
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Activity Details

== Primavera Project Planner for the Enterpri:

Conv, Bldg. Auto, Millipede. EIk, Motion, Spec-1. Bohimia C, Bohimia 0, Morris ... [H[EIEY

Display and enable you to
modify detailed infor-
mation for an activity you
select in either the
Activity Table or PERT.
This type of layout can be
displayed in the bottom
layout only. Use this
layout type to add and
update activities.

To show or hide any of the —]
Detail tabs, right-click on a
tab title and choose
Customize Activity
Details.
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Activity Usage Profile
Displays a time distri-

=7 Primavera Project Planner for the Enterprise: Conv, Bldg. Auto. Millipede

. Elk, Motion. Spec-1. Bohimia C. Bohimia 0. Monis ... M= B3

bution of activity units and
costs in a Bar chart format.

This profile can be
displayed in the bottom
layout only. Use this
layout type to review the
labor use for activities in a
specific timeperiod.

You can display usage for N
all activities, or choose
Selected Activities to
display usage for only the
highlighted activities.
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4

File Edt View Project Enterprise Took Admin Help
T R
Activities Back [owad  Home  Di Help
EEr DELEBLs AEBTYTE % & Q&2 5EE
 Layout - Costs - Actusl (= el
Activity D Activity Name Actual Expense|  Actual Labor| Actual Nonlabor| Actusl Total Cost| 4 |
st Cost Cost ¥ Deleie ‘
Idg.2 Foundation 42064 00
& (B
Copy
[ =} Paste

& Fesources

BAE1 Concrets Foundation Wals 50.00 50.00 50.00 50.00
BAE30 Foim and Pour Slsh 50.00 50.00 50.00 soon| | e by Fole
L3 & s ‘
| Wy ity Spres
1500.|00h g
Fredesessors
il [ pobs
00 |DDh Labor Units = Sicceere
| £ Remaining
Show Usage for B00.00h ol
C Alactiviies & Selected activiies - [ Budgsted
| Display Activites for selected.. | || || || || || || || ||
‘ I Tine Perod 23 | 30| 07 |14 |21 [ 28| o411 |18 |25 | 02| 03|16 [23]30
| May 2000 | June 2000 | Julp 2000 |
Rzt || |User: adin [Data date: 27-5ep-33 0000 |Access Mode: Shared |Baseline: Curent Project




310 Part 5: Customizing Projects

avera Project Planner for the Enterprise: Conv. Bldg, Auto.
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You can display activities by
selected resource or assignment.
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Resource Usage
Spreadsheet

Displays resource data
in spreadsheet format.
This spreadsheet can be
displayed in the bottom
layout only. Use this
layout type to view
resource allocation over
time, according to a
timescale you specify.

Resource Usage
Profile

Displays a time distri-
bution of resource units
and costs in relation to
activities in a Bar chart
format. This profile can
be displayed in the
bottom layout only. Use
this layout type to
analyze resource levels
with the schedule.

To drill down and see a pop-up

box containing totals for a
specific month, double-click
that month’s bar in the graph.
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Trace Logic

Provides a graphical
display of dependency
relationships for an
activity you select in either
the Activity Table or
PERT. Trace logic can be
displayed in the bottom
layout only. Use this
layout type to easily move
forward and backward
through the plan to view
the critical path.
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To quickly zoom in on a box,
hold down the Alt key, then
drag in the Trace Logic layout.
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Creating, Opening, and Saving Layouts

Once you create a layout, you can save it and use it again at other stages of
the project or with different projects. Make layouts available to all users
(global) or to a specific user only.
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A1.. Mock-up 124 124 124 0%
&1... Manufacturing Process D... 124 124 124 0%
&1... Customer Protolyping sign... 0% 0% 0% 0%
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For detailed instructions on Add a new layout Customize the top and bottom layouts to create a
customizing the top and new layout, then save the layout using a name you specify. Click the
bottom layouts, see the L Obti b h h L S As. T he 1
Customizing and Printing ayout Options ar, then choose a}{out, ave As. Type the layout name,
Layouts chapter. then select who will be able to use this layout: All Users, the Current User,

or Another User. If you select Another User, click the Browse button in the
User field, then select the user’s name. (If you save a layout and specify a
user other than yourself, you will no longer be able to access the layout.)
Click Save.

Open a layout Click the Layout Options bar, then choose Layout,
Open. Select the layout you want to open, then click Open. To preview the
layout without closing the Open Layout dialog box, click Apply.

Save changes to a layout Click the Layout Options bar, then choose
Layout, Save. To save a copy of the layout using a different name, choose
Layout, Save As. Type a name for the layout copy, then click Save.



Working with Layouts 313

Exporting and Importing Layouts

If you want to share a layout with other users, export it to a central location
that other users can access. They can then import the layout to use with
their own projects.

Export a layout Click the Layout Options bar, then choose Layout,
Open. Click the name of the layout you want to export, then click Export.
Specify a name and location for the export file, then click Save.

Export Layout To EHE

Save jn: IaPrimavera Project Planner j gl

Documents
logs
webtmpl

File name:

| | i Save I
Save as ype: IPrimavera Layout File [* plf] j Cancel |

Import a layout Click the Layout Options bar, then choose Layout,
Open. Click Import, then select the location of the layout file you want to
import. (Primavera layout files have a .PLF extension.) Click Open. If you
want to make the layout available to all users, click Yes when prompted.

Import Layout EHE

Lock jn: |@ layauts j gl

Clazzic Schedule Analysiz. pif

Filez of type: IPrimaveraLayoutFiIe[".pr] j Cancel |

2 To overwrite the current layout with your changes, click the
=| Layout Options bar and choose Layout, Save.
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Grouping, Sorting, and Filtering Data

L
In this chapter:

Grouping Data
Sorting Data
Filtering Data

P3e provides extensive grouping, sorting, and
filtering capabilities so you can view a project
from many different perspectives.

Grouping organizes activities or projects into
categories that share a common attribute. For
example, focus on activities by resource,
responsibility, or dates. Sorting arranges activ-
ities, resources, or projects in any order you

select, such as by start date.

Use filters to narrow your selection to a
specific data group. P3e provides several filters
which you can use or modify; you can also add

new filters.

Read this chapter to learn how to group, sort,

and filter data in your projects.
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Grouping Data

P3e provides default group —
and sort criteria for the WBS,
expenses, reference
documents, thresholds, and
risks.

Group to organize information in categories that share a common attribute,
such as enterprise project structure (EPS), work breakdown structure
(WBS), code value, or resource. P3e provides a number of predefined data
items you can use for grouping. For example, when displaying the
Expenses window, you might group by vendor, WBS, or category.
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You can also customize group criteria when you are working with projects,
activities, and resources. Group by simple, one-level lists of information,

such as dates, durations, costs, and other numeric data. You can also group
by multiple data items in the same layout. For example, group by project,
then total float. Each group band can have a unique color and font.

Group criteria can also be arranged in hierarchies of data at multiple levels
(up to 20). These items include projects, WBS, project codes, and activity
codes. Choose whether to indent each level in the hierarchy, and specify
up to which level to show. If you limit the number of levels, you can group
by additional data items.
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Customize grouping In the Activities window, click the Layout
Options bar, then choose Group and Sort. You can also click the Display
Options bar from the Projects or Resources window and then choose
Group and Sort By, Customize.

When grouping by a hierarchical item, such as
WBS, mark the Indent checkbox to indent each
level, and specify how many levels to show.

i Group and Sort

™ Show Grand Totals / ™ Show Summaries Only v 0K

To select the data item by — | Group By |I{ndent |T0 Level \ |,Gr0up Interval \Font & Color A @ Cancel
which you want to group data, [wBSlevell N\ A J \

click the Group By field and e o T Aol
EEl ria
select a value from the drop- WS lovel 4 ¥ Delete

down list. WS level 5
WES level B 8 Arial B Sort..

WHS level ¥

WHS level 8 8 Arial P Default
WBS level 3 (I - |
Help

™ ShowTile T Hide if empty

When grouping by numbers, dates, or durations, choose an —
interval for each group. For example, group activities by
actual costs in increments of $3000.
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Sorting Data

Sorting determines the sequence in which P3e lists projects, activities, or
resources, depending on the displayed window. You can sort alphabeti-
cally, numerically, or chronologically based on the data item you choose.
For example, sort by total float to see critical activities first, or sort by
percent complete in descending order to see completed or in progress
activities at the top of the layout.

Specify sort order In the Activities window, click the Layout Options
bar, then choose Group and Sort. Click Sort. You can also click the
Display Options bar from the Projects or Resources window and choose
Group and Sort By, Customize, Sort.

To select a data item to use as P [=]
the sort method, double-click

_ Field M ame o oK

the Field Name cell and select
the field. | |Total Float @ Corcd |
0 Add L Click Add to specify
To select a sort order, double- additional sort
click the Sort Order cell and X Delets criteria.

choose Ascending or

Descending. Help
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Filtering Data

These predefined filters ——Firer o] Selest | ]

are available when you
are selecting activities in
the Activities window. A
different set of predefined
filters is provided when
you filter by projects in the
Projects window.

Use filters in P3e to focus on specific data. A filter is a set of instructions
that determines which data are displayed in P3e. You can create one set of
filters for activities and one set for projects, or use P3e’s predefined filters.
Filters can be user-defined or global. User-defined filters are filters that
you define. They are available only to you for all projects to which you
have access. Global filters are available to all users for all projects.

Select a filter To select activities for the project currently open, in the
Activities window click the Layout Options bar, then choose Filters. To
filter the projects in the Projects window, click the Display Options bar,
then choose Filter By. Mark the checkbox beside each filter you want to

apply.

To view all activities
(and remove all
filters), mark this
checkbox.

Choose All and Any to combine
multiple filters. Combining filters
further narrows the selected data.

i Filters =] 3

W Albctivites ) (@& Al D Y

SF Completed [l @  Cancel

7 Critical r .
SF Has Finish Canstraint r ' I Cl’Ck fo see how
SF Has Start Constraint r a filter works
SF In Progress [l 0 e before you
SF Level of Effart [l X Delete commit to it.
7 Milestone r
SF Megative Flaat r Copy
¥ Mew Feedback to Review r
F Mon'whatlt r B Pate
¥ Mon-critical r
7 Momal i B Modify... | — To convert a user-
<7 Mot Started - defined filter into
SF Status ta Review r one that all P3e
=] Global
[

users can access,
Help select it, then click
Make Global.

¥ Twao'wWeek Lookahead

=] LUz

You can also customize individual filters when creating tracking layouts or
reports (using the Report Wizard).
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To view a user-defined or
global filter’s settings
before applying it, select it,
then click Modify. To view
the criteria for a predefined
filter, first copy and paste it.
The filter is copied to the
user-defined list, which you
can then modify.

Create a user-defined filter In the Activities window, click the
Layout Options bar, then choose Filter. You can also click the Display
Options bar from the Projects window and choose Filter By, Customize.
Click New. Type a filter name. Click the Parameter cell and select a data
item. Double-click the Is cell to select a filtering criteria. Specify a value
in the Value field. If the values require a specific entry, you can select from
a drop-down list. For example, if filtering by activity type, you must select
from a list of the available types.

Click Add to define multiple selection criteria. Specify whether all criteria
must be met or at least one criteria.

If you specify that All criteria must be met, P3e joins each
statement with an “And.” If Any criteria can be met, an “Or”

is used.
i Filter
Filter Mame IEonveyor S_l,l?{em Activities with Megative Float o QK
.~ Dizplay: Filter / | [z Cancel
Dizplay all rows | F'ararﬁeter | Iz Walue |
= (&1 of the following] O Add
Where Project equals Conv
Delet
[T e [loaltia 504 X okt |
é{; Cut
Copy
ﬁ Paste
e
| b
A4
Help

You can “nest” criteria to create multiple levels of selections. If you
specify the topmost parameter as All of the Following, each successive
level selects from only the activities/projects that meet the criteria of
previous levels. If you specify Any of the Following as the highest
parameter, each group of criteria is separated by an “Or.”
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A second set of criteria is
joined by an And
because All of the
Following is specified as
the highest parameter.
This filter selects all
activities with negative
float that belong to the
Conveyor System
project and have either
an automation system or
field engineer assigned.

i Filter M=l B3
Filter M amme: IMuItipIe Levels o ()8
< Display: Filter | [z Cancel
'splaM |Parameter |Is Walue |
= bl of the following)) O Add
Where Project equals Conv
Delet
And Tatal Float < 0.04 of Bk
=Xand) {finy of the following) ¥ Cut
‘Where  Resource [Ds equals FLD EMG
1| o [Resouce Ds ATM ENG Copy
8 rae |
e
4 b
—w
Help

To “nest” a set of criteria within another set,
select the line of criteria, then use the arrow
keys to indent it.

Remove filters Click the Layout Options bar, then choose Filter. To
remove a specific filter, clear the Select checkbox for the filter you want to
remove. To remove all filters, mark the All Activities or All Projects
checkbox. To preview your changes, click Apply.

Delete user-defined activity filters Click the Layout Options bar,
then choose Filter. Select the filter you want to delete, then click Delete.
You can only delete user-defined filters.

Combining Filters

To create a filter that selects any activity from one selection criteria and
any activity from another selection criteria, you must define two separate
filters and then combine them when you run the filters. For example, to
select any activity belonging to the Engineering group that is not
complete, you might create one filter that selects any activity that falls
under various WBS levels (specific to the Engineering group), and another
filter that selects any activity with remaining labor units greater than zero.
To run the filters, choose All and mark the checkboxes for the two filters
on the Filters dialog box.
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Customizing and Printing Layouts

] You can customize layout columns, set the
In this chapter: timescale, modify Gantt chart bars, specify the

o look of PERT boxes, and modify Resource and
Modifying Columns o .
o ) Activity Usage Profile settings to help you
Adjusting the Timescale . .
) monitor project performance.
Formatting Gantt Charts

Formatting PERT Layouts Read this chapter to learn how to customize

Modifying Resource and Activity and print activity layouts and save layouts as
Usage Profile Settings
ge Frofi 'ng HTML reports.

Printing Layouts and Creating
HTML Reports
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Modifying Columns

You can also
customize the columns
displayed in most P3e
windows, such as
Projects, Resources,
WBS, and Issues.

You can customize the look and content of the columns included in tables
and spreadsheets in the Activities window. Choose which columns you
want to include; change the column widths, the order in which columns
are displayed, and the row height; specify column fonts and colors; edit
column titles; and copy column formats from other layouts.

Click a column title to toggle the
sort order from ascending to
descending. The down arrow
indicates that the data are sorted
in descending order.

— To move a column,
click and drag it to a
new location.

= Primavera Project Planner for the Enterprise: Conv, Bidg, Auto, Millipede, Elk, Motion, Spec-1, Bohimia C, Bohimia 0, Morris ... [BIIE] E3
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fEy CELRNu/s HEVE Bk R 5 E
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B MM Mallard Manufacturing Y | Copy |
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[ s
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A1050  Generate Proposal
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A20.1000 Loops lssued for Loop Testing
A201010 Prepare Marshaling Cabiret Tem Table
A20.1020 Loops issued for approval

A201030 Prepare Homerun Temination Tabls

y— E-Apl-‘ﬂﬂ o000, k.

1 Assemble Esl\m%te Team

[ =} Paste

AN 104N Marshalinn draminns fsrees issed for ang
4 3

KT

£10.20  Site Visit it Vls‘\t &  Resources |
=/ MM.PS.2 Proposal Generation ¥
#1030 Front End Loading FrortEn | &F Rsicby Aol
AT040 Prepars Estinste —

[ ] Submit Proposal

A1070 PO Signed #F.0 Signed
& MM.FI Factory Implementation 5§ Predecessors
= MM.FL1 Design = Sucessean
A2010  Project Setup —’—l Frn|e‘cl Satup
A20100  Prepars Plot Plan [ 1 Prep

. |

2%  RAoles
B Activity Codes

Befesti |l

[User. admin [Data dTe. 27-5ep-9300:00 _|Access Mode: Shared

|Baseline: Current Project

To view columns, click and drag the
divider bar.
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Add or remove columns In the Activities window, click the Layout
Options bar, then choose Columns.

To include a column in the layout, select
it in the Available Columns list, then click
the right arrow. To remove a column from
a layout, select it in the Display Columns

list, then click the left arrow. Click the
double-arrows to add or remove all
columns at once.

The sequence of columns in the

layout will be the same as their
order in this list. Click the up and
down arrows to move columns
higher or lower in the list.

. Available Columns

Betiviy Codes
Loty

Actual Finish
Actual Start
Anticipated Finish
Anticipated Start
BL Actual Firizh
BL Actual Start
BL Early Finish
BL Early Start
EL Finizh

BL Late Finish
BL Late Start
BL Start
Constraint D ate
Early Finizh
Early Start
Expected Finish

ICN

=

ol

Dizplay Columng

Activity Mame

‘W ariance - Start D ate
Activity % Complete
Diuration % of Original
‘ariance - Finizsh Date
Original Duration
Fiemaining Duration
Schedule % Complete
Start

Finizh

Tatal Float

j @  Cancel

i B Appl
Copy From...

3 Drefault
B Edi it

o

0K

Help

Copy column format from another layout In the Columns dialog
box, click the Copy From button. Select the layout and click Open.

Edit column titles In the Available Columns or Display columns area
of the Columns dialog box, select the column name you want to change.
Click Edit Title. Type the new name, then specify the maximum number of
characters for the column width. Choose how the title will be aligned in
the column header.

Edit Column Title

@

Cancel

Default Title:  BL Finish

Mew Title: IBL Finizh

fidth: =]
Alignment
& Left

" Center

" Right

J» Default

Help
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Change column fonts, colors, and row height From the Activities
window, click the Layout Options bar, then choose Table Fonts and
Colors. To change a font, click the Font button, then select a new font. To
change a color, click the Color button, then select a new color. You can
also specify the height for rows.

Table Font and Colors E

Background | | L 0K I

Font AaBbvyrz @ Cancel
Click these fields to
customize your table. Cell I:l = R

RowHeight  [13 e B Defaut j._ Click to restore the

B I~ Show lcons standard table fonts
Help and colors.

|— Mark to show the icons that identify the
different levels of information included in
columns.
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Adjusting the Timescale

Gantt charts, Activity and Resource Usage Spreadsheets, and Activity and
Resource Usage Profiles display a timescale that starts just before your
project begins and extends until your finish date. This timescale can be
shown in units of years, quarters, months, weeks, days, shifts, and hours.
You can expand or condense the timescale view to control the size of the
bars or columns that appear in the layout.

== Primavera Project Planner for the Enterprise: Conv, Bldg, Auto, Millipede, Elk, Mation, Spec-1, Bahimia C, Bohimia 0, Moris ... [HIJEIE3
Fle Edt View Project Enterprise Tools Adwin Help

4 » @ * €]

To show data for different
months in the layout, click
and drag a month’s column.

To manually expand or
condense the timescale,
click and drag the date in
a month. You can also
right-click in the Bar area
and choose Timescale to
change the timescale
settings.

ACtIVItIeS Back Foryerd Home: Dir. Help
OEr CEihEBkos BBETE S% QAQH 5E
.~ Layout - Graup by Department, Responsibility [ 0 add
Activi 1D [Resources - March 2000 Api 2000 May 2000«
[ros[12]19[25[oe[oa[16[23 a0 or [14] X Delete |
2 Colonel-D&M Design-Manufacturi
= Colonel-D&M.1 Shock Abserbers —| | & o
= Colonel-D&M.1.1 Model SA124 - Copy
B Colonel-08M.1.1 Initial Design Mar-00 00:00, Colonel D&M 1.1.1 Iniial
A114310 Andy Jackson, Jos Ford Initial Design $ketch B P
4114320 Andy Jackson, Joe Ford, John.. Iniizl CAD Design
A114300 | John Adams v Review §  Fesouces
A114330 | Mary Yan Buren, John Adams M iial CAD Review
A114290 tion & Rsicby Role
#5end to customer for nial review
-D&M.1.1.2 Final Design viMpmosx | S Fols
A1143820 John Adams — Update Design =3 Actiiy Codes
AN143810 *Review of Customer Mark ups
Al143830 M Finl CAD Review | &9 Predecessors
A1143840 $lustoner Desigr | =
B Colonel-D&M.1.1.3 Prototyping — Successors
A114410 Machine Shop, Fobin Johnsan
A114420  Mike Lincoln
4114390  Fobin Johnsan, Joz Ford — 3D
A114400  Fiobin Johnsan, Joz Ford
A114430 = =
D E: i _'l_I

Fererl [User admin |Dsta date: 27-5ep-93 00:00_[Aocess Mode: Shared |Baseline: Current Project

Change the timescale of a profile or Gantt chart In the Activities
window, open a profile, spreadsheet, or Gantt chart. Click the Layout
Options bar and choose Timescale. In the Projects window, right-click in
the bar area of a Gantt chart and choose Timescale.

To select the date from which the timescale should start for the profile or
Gantt chart, in the From Start Date field click the Browse button. Select
the date intervals at which data are displayed, then choose the format in
which to display date intervals: Calendar, Fiscal, Manufacturing Weeks, or
Ordinal Dates. For ordinal dates, select the start date and display unit.

@l Timescale settings apply to both the top and bottom layouts.
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Formatting Gantt Charts

Mark to show
or hide a bar.

Use these fields to
change the selected
bar’s shape, color,
and pattern.

Mark to show the bar when —
collapsed, as summary bars

A bar in a Gantt chart can represent many things, for example, a milestone,
early and late dates for an activity, or summarized data. To visually distin-
guish the different bars included in a Gantt chart, specify unique colors,
shapes, and patterns. You can display Gantt chart in the Projects window
when reviewing the EPS, or in the Activities window when reviewing
specific projects.

Add and delete bars From the Activities window, click the Layout
Options bar, then choose Bars. From the Projects window, click the
Display Options bar, then choose Bars. Click Add. Type a name for the
new bar, then select the timespan the bar represents from the Timescale
drop-down list. Double-click the Filter field, then mark each filter you
want to apply. Click OK.

To delete a bar, select it in the Bars dialog box, then click Delete.

Bars E
Display | Mame Timescale Filter Freview el (P2 oK
I_i Fiemaining Lev... | Femain Bar Lewvel of Effort
Actual Level of ... | Actual Bar Level of Effort —— @ Cancel |
[T Baseline Baszeline Bar Mormal
V| Actual Work Actual Bar Mormal I [5a) Apply
V¥ | Remairing ‘work | Femain Bar Normal and Norecriical | e ]
¥ | Critical Remairi.. | Femain Bar Mormal and Critical — O Add
[T Start Corstraint | Fiemain Bar Has Start Constraint & x
. . h . B . Delete
[T Firish Constraint | Femain Bar Has Finish Constraint _CILI
LI_I L4 Copy From.. |

Bar Style | Bar Lahels - Shift up
Shape | =1 =1 | =1 ¥ Shitt down

To combine bars, specify the same row number for —

cor [ ] ] B optons..
Pattern I 'I I_j' I j‘ [ Default

Options Show when collapsed Row
I - Hel
™ Shew for Summary Bars 1 j elp

only, or both.

each one. For example, to display the Actual Bar
and Remaining Bar on the same line, specify Row
1 for each bar.
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Change a Gantt chart bar’s timespan Click the Layout Options bar
(Activities window) or Display Options bar (Projects window), then
choose Bars. Select the Gantt chart bar for which you want to change the
timescale. Double-click the Timescale column, then select the new
timescale.

To represent this value: Select this bar:
Start Date to Finish Date Current Bar
Percent Complete % Complete Bar
Planned Start Date to Planned Finish Date Plan Bar

Actual Start Date to Actual Finish Date Actual Bar
Remaining Start Date to Remaining Finish Date Remain Bar
Baseline Planned Start Date to Baseline Planned Baseline Bar
Finish Date

Early Start Date to Early Finish Date Early Bar

Late Start Date to Late Finish Date Late Bar
Remaining Finish Date to Late Finish Date Float Bar

Change a Gantt bar’s style In the Bars dialog box, select the Gantt
chart bar you want to change. Click the Bar Style tab. To specify the shape,
color, and pattern of the bar’s Start Endpoint (first field), the height and
thickness of the bar (second field), and the Finish Endpoint (end field),
click each corresponding field and select a shape.

Change a Gantt chart bar’s label You can choose to display a bar
label, which acts like a title in describing the bar’s purpose. In the Bars
dialog box, select the Gantt chart bar you want to change. Click the Bar
Labels tab. To add a label, click Add. Double-click the Label field, then
select the label value. To remove a label, select it in the Bar Labels tab,
then click Delete.

To change the position of a label, select it, then double-click the Position
column and select a new position.

Apply Gantt chart settings from another layout In the Bars
dialog box, click Copy From. Select the layout with the Gantt chart
settings you want to apply. To apply the selected layout’s settings and
close the dialog box, click Open.
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Mark to show relationships —-——" Shaw Relationships

between activities.

Mark to show background
lines in the layout.

Show or hide relationship lines in the Gantt chart In the Bars
dialog box, click Options. Mark the Show Relationships checkbox to
display relationship lines in the Gantt chart, or clear the checkbox to hide
relationship lines.

Bar Chart Options E
o Ok
™ Show Legend 0 Cancel
Horizontal Lines | | Help I

||__ Show Majar Lines

|_|7 Show Minor Lines every 5 ﬁ Rows

Show or hide the Gantt chart legend In the Bars dialog box, click
Options. Mark the Show Legend checkbox to display the Gantt chart
legend, or clear the checkbox to hide the Gantt chart legend.

Change the background lines in the Gantt chart In the Bars
dialog box, click Options. To show background horizontal lines before
every Summary bar, mark the Show Major Lines checkbox. To show
background horizontal lines before every X number of rows, mark the
Show Minor Lines Every checkbox and then type or select the row interval
at which you want to the minor lines to be displayed.
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Formatting PERT Layouts

The PERT layout displays a project as a diagram of activities and relation-
ships, according to the work breakdown structure (WBS). You can control
nearly every aspect of PERT, including the appearance of activities, the
contents of activity boxes, and the spacing between activities.

i’ Primavera Project Planner for the Enterprise: Bldg [Dffice Building Addition)

Fle Edt View Project Enterprise Tools Adwin Help

Activities Bsck  fowed  Homs  Dir Help

4 » @ * €]
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R | [User. admin |Dsta date: 27-5ep-93 00:00_[Aocess Mode: Shared |Baseline: Current Project
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. Fldtconn
m Sicoessors

onstiiclion: Capital Brajses
Facilities Facilities

Foundation
Structure.
Mechanical/Elect
Esterior Finishes
Interion Finishes
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You can use a PERT layout to

Easily view relationships among activities and the flow of work
through a project

Examine and edit an activity and its predecessors and successors

Focus on the driving relationship path

A PERT box visually represents a project activity. When customizing
boxes, you can specify particular fonts and colors, set spacing and
positioning, and copy styles from another layout.
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|— Activity Name |— Total Float
AS213 21.0d
N o Prepare and Solict Bids for | 5.0d - Original Duration
Activity Description o ystem Coantraller sodl Remaining Duration
18-Oct-00 |22-0ct-00
I— Early Start |—Ear/y Finish

Choose a PERT box template With a PERT layout displayed in the
Activities window, click the Layout Options bar, then choose PERT
Options. Click the Activity Box Template tab.

Click to display a list of predefined
activity box templates.

PERT Options
Activity Box Template FERT Layout / | o 0K I
Activity Mame ’Ij 0 Cancel |
B Apply
Copy From... |
Activity 1D
Activity Name Help

Click to customize the
selected activity box’s
font and colors.

& Font & Colars... B BoxTemplate...

Click to customize the
selected activity box
template.

Customize a PERT box template You can use one of the predefined
activity box templates, or customize your own. With a PERT layout
displayed in the Activities window, click the Layout Options bar, then
choose PERT Options. Click the Activity Box Template tab. From the
drop-down list, select a template that is similar to the one you want to
create, then click Box Template. You can add rows for inserting new fields
and determine how high and wide the field cells should occupy within the
activity box.
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i[ Chart Box Template M=l 3
& 0K
Activity ID @ Cancel = Click to add a new
Activity Name row to the activity
box.
O Add
Early Start X Dol |

= = = -~ Shift up
Field Mame |W'|dth |H3|ght |
Activity |D 00 1 w  Shift down

Activity Mame 00 |3
Early Start ik 1
Use the Width and
Help Height fields to
customize the size of the
Tatal Width: |130 = ;
eleiet - new data item’s cell.

Double-click in Field Name field
and choose the data item to add
to the box.

Customize the PERT layout With a PERT layout displayed in the
Activities window, click the Layout Options bar, then choose PERT
Options. Click the PERT Layout tab.

PERT Options E

Activity Box Template o oK
Organization Options | 0 Cancel
Aligns activity boxes towards the top of the Organize alang the top
PERT window, in relation to their prede- & Organize pantered w

cessors/successors : - Copy From...
I~ Adjust to show all relationships

Centers activity boxes in relation to their —

I~ Alwaps zoom to best fit after rearganize
predecessors/successors Help |
Wertical spacing factor 05 ﬁ
Choose to display the activity ne‘tworks W{th Horizontal spacing factar R
the longest or shortest path of linked activ- =l

ities on top. Metwork Order Dptions |

k" Longest on Top = Shartest on Top )

When an activity’s predecessor/successor is not immediately adjacent to
its activity in PERT, the relationship line may not be visible because of
other activity boxes. To reposition activity boxes so that all relationship
lines are visible, mark the Adjust to Show All Relationships checkbox.
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To have P3e automatically determine the view that best shows all activity
boxes in the layout after you have reorganized it, mark the Always Zoom
to Best Fit After Reorganize checkbox.

To change the amount of vertical space between activity boxes in PERT,
specify a spacing factor that is a percentage of the height of activity boxes
in the PERT table.

To change the horizontal space between activity boxes in PERT, specify a
horizontal spacing factor that is a percentage of the width of activity boxes
in the PERT table.

Copy from another PERT layout With a PERT layout displayed in
the Activities window, click the Layout Options bar, then choose PERT
Options. Click Copy From. Select the PERT layout whose attributes you
want to copy. Click Open.

=4 In PERT, when you select a data item for grouping, the

= hierarchy on the left side of the window contains the WBS so
you can filter activities according to the hierarchy. You can
change the hierarchy by choosing a different data item, such as
a project code or an activity code.
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Modifying Resource and Activity Usage Profile Settings

Click the Display Options
bar and choose Show All
Projects to show data for all
projects. If you do not
choose this option, only
data for open projects are
shown.

The Activity Usage Profile displays a time distribution of activity units
and costs in a Bar chart format. You can customize all aspects of this
display, and you can also filter the information it contains.

The Resource Usage Profile displays a time distribution of resource units
and costs in relation to activities in a Bar chart format. You can also
customize and filter the settings for this layout.

P3e provides several ways to customize Resource and Activity Usage
Profiles. Select the type of information you want to display, change the
timescale, and customize the bars and background.

— You can also click this icon to display the
Resource Usage Profile in the bottom layout.
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2 When showing all projects, P3e calculates resource
distributions at the resource level. When showing
open projects, calculations are made at the activity
assignment level.
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Format resource data settings Display the Resource Usage Profile
in the bottom pane of the Activities window. Click the Layout Options bar,
then choose Bottom Layout Options. Click the Data tab, then specify the
type of data to display in the profile and the way it will be represented.
You can also right-click in the resource profile area and choose Resource
Profile Options. The data options differ slightly depending on whether you
are showing data for all projects or only open projects.

Options when all project data are being
displayed in the Resource Usage profile.

Resource Profile Dptions - All Projects

Drata | Graph

Choose the type of information —| et | - This section
to display in the profile. ( :: E”i‘) appears only
L) nits,

when you are

Show Bars/Curves | showingproject
— By Date  Cumulative Color data that
Mark the checkbox for each — | Budaeted i i 1 include open
type of cost/unit value to Actual I r and closed
display. Determine whether you Remaining Ird r projects.
want to show these data by T —
Shows Femaining For
date (a\? a bar) or as a curve Al Fromots T
representing cumulative value. :
Select the color for each bar/ Y R
curve. Additional Data Options |
¥ Shaw Limit [~ Shaow Available Units
¥ Shaw Overallocation )
When showing all projects, mark to show
resource limits, available units, and overallo-
cation.
For detailed instructions on When showing all project data, choose how to display remaining unit or
customizing Activity and cost distributions for all or open versus closed projects. (A closed project

Resource Usage profiles, see

the online help. is any project that is not currently open in P3e.) Click Preferences to

define whether All Projects includes open and/or closed projects.
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For more information about
setting user preferences, see
the Setting Up User Prefer-
ences chapter.

Set user preferences for resource analysis Click Preferences in
the Resource Profile Options dialog box to specify whether to include data
from open and closed projects, or only the projects currently open in P3e
when calculating remaining units and costs. (Closed projects are any
projects in the enterprise project structure (EPS) that are not currently
open in P3e.) You can also specify whether you want P3e to use remaining
or forecast start and finish dates to display resource units and cost values,
and select the interval at which live resource and cost calculations are
performed for resource profiles and spreadsheet displays and in tracking
layouts—hour, day, week, or month.

User Preferences E
Time Units All Projects |
Dates

‘when All Projects are shown in the Resource Uzage Profile and
Spreadsheet, all opened projects are included as well as the

e closed projects specified below.

E-tdail . L

— @+ All closed projects [except what-f projects)
Agsistance

= All closed projects with a leveling pricrity
Application equal/higher than ID |

|

Password = Open projects only

Time-Distril d Data

In the Resource Uzage Profile and Spreadsheet, display
time-distributed data using

" Remaining dates

& Forecast dates

Interval for time-distributed resource calculations: IWeek 'l
Help | @ Cloze |

24 To see overallocation for a resource in a specific project,

=l choose Show All Projects in the Display Options bar, and mark
the Open Projects Only option in the User Preferences dialog
box.

I
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Format resource graph settings Click the Graph tab. Mark the
checkbox next to each time unit for which you want to display a vertical
line in the background at the beginning of the unit section. Choose the type
of horizontal line you want to display for each number along the side of
the profile, then select the line color. To display a legend for the profile’s
bars, mark the Show Legend checkbox. To display the profile’s bars in 3D,
mark the 3D Bars checkbox. To change the profile’s background color,
click Background Color and select a new color.

Resource Profile Dptions - All Projects E

Data | Graph | 0K
Yertical Lines | @ Cancel

v Major

£ e B ey |
Pref
Horizontal Lines | m

& Datted Line Calar Help
 Sold 1
' Mane

Additional Dizplay Options |

¥ Show Legend Background Color
[~ 3D Bars

Format activity data settings Display the Activity Usage Profile in
the bottom pane of the Activities window. Click the Layout Options bar,
then choose Bottom Layout Options. Click the Data tab. Mark the
checkbox next to each type of filter you want to use to select the data
included in the profile. Then select the pattern that will be used to display
each data type. Mark the Total checkbox to display the total cost. Select
more than one filter to see a combination of values in the activity profile.
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Choose the type of information
to display in the profile.

Mark the checkbox foreach ——

type of cost/unit value to
display. Determine whether you
want to show these data by
date (as a bar) or as a curve
representing the cumulative
value. Select the color for each
bar/curve.

Activity Profile E
Data | Graph | e ful'd I

Dizplay | Filter | 0 [Faree]

" Cost IV Labor | =
( & Units ™ Monlabor I 'I = Apply
I=| Erpenses I 'I

™| Tiatal
Show Bars/Curves | Help
By Date Cumulative Color
Baseline - Il |:I
ot & m [
CERE A
IEECEU R S i

Format activity graph settings Click the Graph tab. Mark the
checkbox next to each time unit for which you want to display a vertical
line in the background at the beginning of the unit section. Mark the
checkbox next to the type of horizontal line you want to display for each
number along the side of the profile. Then select the line color. To display
a legend for the profile’s bars, mark the Show Legend checkbox. To
display the profile’s bars in 3D, mark the 3D Bars checkbox. To change
the profile’s background color, click Background Color and select a new
color.

Activity Profile E

Data | Graph | oK
Wertical Lines

0 Cancel
v Major
™ Minor = Apply

Horizontal Lines |

& Datted Line Calar Help
= Salid
' Mane

Additional Dizplay Options |

¥ Show Legend Background Color
[~ 3D Bars
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Printing Layouts and Creating HTML Reports

You can print layouts, and you can save them as HT ML reports that can be
included in a project Web site.

Preview and print a layout You may want to see how a layout looks
before you print it. Display the layout in the Activities window, then
choose File, Print Preview.

Use these icons to move to the beginning
of the report, scroll through it one page at
a time, or move to the end of the report.

Click to zoom in
and out of the
displayed page.

=7 Print Preview

@ EEEE0E

When you are satisfied
with the look of the
report, click to print it.

@®

SR, O G113 AN, PYENEED
[wcnab o Actdb e Pimany Resou Recou.. Buleed lho|  Buigeed | feoneryzom sawen 2
g |

| TASKTET: A1l AR
REg010e P FIET. A Sacy Jackion

Page Totes

[ (e Fage 1o 65 )

The status bar indicates the size at which the report is currently-
magnified, the number of the page that is currently displayed,
and the total number of pages in the report.

For detailed instructions on As you move your mouse over the report, the mouse pointer changes to a
setting page and print options  maenifying glass. Click the Zoom In icon in the toolbar to zoom in on
for layouts, see the online ; . . .
help. report details and the Zoom Out icon to zoom back out. Click the Print

icon to print the report.

Print a layout as an HTML file Select the layout you want to save as
an HTML file. Choose File, Print Preview. Click the Publish icon. Type a
name for the file, and select the drive and folder where it should be stored.
Click Save. P3e opens the layout in your Web browser.
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Customizing and Printing Reports

L
In this chapter:

Reports Overview

Opening and Previewing Reports
Defining Page Settings

Creating or Modifying Reports
Creating Report Groups

Setting Up Batch Reports
Printing Reports

Reporting is a key part of monitoring a project
and communicating its progress to team
members and executive management. This
chapter discusses how to create reports,
preview them, define their print settings, and
convert them to Web reports. It also describes
how to use batch reports, which enable you to

print several reports at one time.
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Reports Overview

In P3e you can create new reports, or modify existing ones, using the
Report Wizard or Report Editor. P3e provides you with a large library of
standard reports.

The Report Wizard allows you to create a wide variety of complex reports
very rapidly using a wizard-style interface. You can also use the wizard to
modify reports created using the wizard.

The Report Editor is a “what-you-see-is-what-you-get” (WYSIWYG)
report writer that allows you to group, sort, filter, and roll up project infor-
mation. You can also display time distributions for units and costs, and
include graphics and HTML links in reports.

After you create a report, you can preview, print, or save it to a text or
HTML file. If you save a report to a file, you can import the data to a
spreadsheet program, e-mail the report, publish the report on a Web site,
and/or archive the report.
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Opening and Previewing Reports

Use the Reports window to create, edit, run, and delete global and project
reports. You can also use the Reports window to export and import reports
to and from other P3¢ Enterprise applications.

The Print Preview option allows you to review the report before sending it

to a printer.

Open the Reports window Choose Tools, Reports, Reports.

— Reports can be global or project specific.
Global reports link to Portfolio Analyst.

{If Primavera Project Planner for the Enterprise: Auto [Automated System)
Fle Edt Yiew Puoect Erterpise Took Admin Help Print sinal
Click the Display 4 % @ | single
. Reports Back  Fowad  Home  Dir Help or batch
Options bar to sort ‘ .
. " Display. Fieparts reports.
and f/{ter th'e oo i ﬂ 5 e PO
reports listed in o iy Assignments by souice Globa B RunBatch
this wind dt 4402 Activit Assignments, This Week Global
IS winaow anda to 5403 Activiy Assianments, Nest ek Global .
i #8804 Activity ssignments, Nest & Weeks Global 0O ac Click to
erine screen ronts -
and colors. (36 e v X_beke | build reports
/ BPS-01 Activi Fredecessors and Suscessars Glabal 4 o using the
CE-01 Cost, Effrt Summany By Projeet [Labor Global
Indicates that CE02 Cost, Effort Summany By Froject (Non Labor] Global Esgort
CE-03 Cost, Effrt Summany By WES [Labor) Global itor,
these reports were CE-04 Cost, Effrt Summary By WES (NonLabar) Global
created using the CE-05 Cost, Effort Summary By OBS, WES (Labor) Globall -
Renort Wizard CE-06 Cost, Effrt Summany By OBS, WES (NonLabar) Global S
epo 1zar CEAI7 Cost, Effart Summary By Phase [Labar] Glabal T
. CE-0% Cost, Effrt Summany By Phase Nor-Labor) Global
Indicates the —|E] 03 Cost, Effort Breakdown By WES, Activity, Resource Global § Expot
reports were CE10 Cos, Efor Bcskdonn By Cost e, Rouce. Acviy Gt | » wea [ Clickto
created using the easily create
p Report Name ad-hoc
Report Editor [RA-DT & Week Actviy Assignments by WES. Fesaice
reports.
7 Hepot Gioup Report Scope
Scheduls 7’ |E\nba\ =l
Fefiesh || [User. adnin [Data date: 03May-00 00:00_[Access Mode: Shared [Baseline: Cunent Praject

— Each report can belong to one report group. To add, modify,

or delete these groups, choose Reports, Report Groups.

Open Print Preview In the Reports window, select the report you want
to preview, then click Run Report. Choose Print Preview, then click OK.
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Use these icons to move to the beginning of
the report, scroll through it one page at a
time, or move to the end of the report.

When you are satisfied |

with the look of the
report, click to send the
report to the printer.

@ew EE0o0H

Click to zoom in
and zoom out of the
displayed page.

@®

Brojsct TR

Report Dk 17-Mapt 1059 A1 Prfect Flbksh O1-Ag-T1

A G Week Setivity Resignments by WS, Resource

aatury T Tiundl [ Eun
tautan oo - E Jon-o Jon:a0
24un 20 00:00

Femain Unit: [0
oo

el fedundn
jon:u e

Epsem Requemen:

= Zaem deslan

e Aaproue Ty km Deslan

5 Reuew oo Apprete Temp Conrel Equpment

e Reuewnd wgprce Sys km Conkoler =

= Enginser: ED
Drare Sy em ReqummEn:

Zem deslan

Prepare Drwirgs e Temp Conrst EqupmEn

Reuew and #parcee Tema ¢onkol Equpment

Prepare Drwirgs e Sy Coreller

i Fimaem S e,

Page 1a131

(@S [Page10i31 )

The status bar indicates the report magnifi-
cation, the page that is currently displayed,
and the total number of pages in the report.
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Defining Page Settings

Portrait reports print vertically
on the page; landscape
reports print horizontally on
the page.

To increase or reduce the
size of the printed report,
specify a percentage in the
Adjust To field. To increase or
reduce the number of pages
to be printed horizontally and
vertically, click Fitto, then
specify a value in the Pages
Wide field.

P3e provides many options for customizing printed reports. For example,
you can customize header and footer settings and change margins for the
printed page.

Define page settings From the Print Preview window, click the Page
Setup button. Click the Page tab to set orientation, scaling, and paper size.

| | Marginz | Header | Faooter |
Orientation
/ = Paortrait * Landscape )
Scaling |

@diustto: |1DD 3. % normal size

jSt to IU vl page(s) wide

Faper Size
Paper size: I Letter j

widh [11 2] Height: [85 2]

Help E]Apply| 0Eance|| «F 0K |
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Set page margins Click the Margins tab, then specify the values for
each margin.

Page Setup
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Add text to the header or
footer by typing directly in the
selected tab. Do not modify
any text between square
brackets ([and ] ).

Add headers and footers You can define a standard header and footer
for a report. In a compiled report, the standard header appears at the top of
every page. The standard footer appears at the bottom of every page. You
can also insert a graphic, such as your company logo, into the report
header or footer. Click the Header or Footer tab.

Page  [Magins [Hesder [Focter |

Header 5ample

Cornveyor System, Office Project Start 19-Jul-99

Building Addition, Project Finish 27-Mar-00

Automated System, Data Date 27-Sep-99

Customer: Millipede y— Select a global variable and
Tractors, Customer. John choose Add. Global variables
= |Eenter Fight include current project

properties (project name,

[project_narme] project start, data date, and
Report Date [date] [time] so on) and Admin Prefer-
ences (header/footer/custom
label 1/2/3).

/
& Text I j O add

€ Looe Fort Click to change the font, then
- specify font settings and click
OK.
Show Legend:

Help 'E‘]lAppIy| 0Eance|| «F 0K |

Click the Left, Center, or Right tab to define the values you want to insert
and their position in the header or footer of the report. Choose Text.

The Header/Footer Sample shows how the report header/footer will appear
when printed. You can add more than one global variable or add text to
each section of the header.
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Add a logo to a header or footer Click the Header or Footer tab,
then choose Logo. Click the Browse button in the Select Logo Filename
field, then select a filename and click Open. The selected folder and file
name is displayed in the Select Logo Filename field, and the logo image is
displayed in Header or Footer Sample area.

FPage |Margins |Header |F00ter |

Header 5ample

Project Start 19-Jul-99
Project Finish 27-Mar-00
Data Date 27-Sep-99

Left | Center Right
i Test Select Logo Filename
{+ Lago |CAWINNT\Event Horizon.bmp .|

Show Legend:

Help E]Apply| 0Eance|| «F 0K |

ﬂ If you change the report page setup from the Print Preview

= dialog box, the changes will be applied only to the current
printing. To save changes to the report page setup perma-
nently, make the changes from the Properties palette in the
Report Editor.
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Creating or Modifying Reports

For additional information
about creating and modifying
reports using the Report
Wizard and Report Editor, see

the online help.

The subject —

area selected
here...

You can create and modify reports using P3e’s Report Wizard or Report
Editor.

The Report Wizard quickly steps you through creating ad-hoc reports and
enables you to group, sort, and filter the data. A report originally created
by the Report Wizard may be modified using the Report Wizard, as long
as it has not been modified using the Report Editor.

To include a new report in a particular report group, select the
report group in the Reports window before you start the wizard.
When you finish creating the report, it will be saved in the
selected report group.

Create a report with the Report Wizard Choose Tools, Report
Wizard, and follow the prompts.

il Group and Sort ]
determines which ‘ T Show rnd Teids I ShowSummaresOny ¢ OK
fields are available for Group By ‘Indenl ‘TuLeve\ |Gmup Interval |Funt&Ea\ur H @ Cacel
Fesouce D Namelevel 1 | 41

the report. 2

b

Resource ID Name e Apoly

Resource ID Name lev.
Delete

Resource ID Name fev.

a1

=

Sot,

Report Wizard

its
Usar Detined

Primavera
Enterprise

2000 Prin avmra Sy

@ Cancel

Select Subject An

Select the subject area for the 1

lick Time Distributed Diata ch
displayed over tine

Activity Code Assignment:
Activity Code Valuss
Activity Codes

Selected Options

Project
Cost Account
Rresourcs ID Mame

j @  Cancel

e
(B EditTitle Motals  |Batom -
Help

Help

) Activity Relationships
Activity Resource Assignments
Activity Stens

4 Erev‘ Met P | 22 Fwsh|

— Click to change the name of a
field as it appears on the

]

report.

When you are finished defining the report parameters, click Finish.

Modify a report You can modify reports using the Report Wizard and
the Report Editor. In the Reports window, select the name of the report
you want to modify. To use the wizard, click the Wizard button. To use the
Report Editor, click Modify.
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Creating Report Groups

Click to list report groups
in ascending or
descending order or as
a hierarchy.

Report groups can have
multiple levels.

= Project Office D
[ Admin
..... Cost & Cut

Report groups are a hierarchical way to organize global and project
reports. Each report can belong to one report group.

Add a report group Choose Tools, Reports, Report Groups. Click
Add, then type the name of the new report group.

i Report Groups =] 3
-~ Display: Report Groups | X Close
‘ Feport Group
wizard Reports Default Group 0 ey

- Portfolio Analyst Reports

b4 Delete

----- Eamed Value :
Bz Cay
\‘ ----- Irwnice Feports = i

----- Resources
----- Risks, lssues & Thresholds ]
----- Schedule | »
----- Reference Documents
L WES & Codes
Training Feports Wl

groups up and
down and to
indent/outdent to
denote hierarchy
level.

/» Click to move

Add a report to a report group Choose Tools, Reports, Reports.
Select the report you want to add to a report group, then click the Browse
button in the Report Group field at the bottom of the Reports window.
Select the group to which you want to add the report, then click Select.

Remove a report from a report group Choose Tools, Reports,
Reports. Select the report you want to remove from a report group. Click
the Browse button in the Report Group field at the bottom of the Reports
window, then select a new report group.
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Setting Up Batch Reports

Select the batch report.

Batch groups allow you to run a series of reports at one time. A report can
have only one batch group assignment.

Create a batch report group Choose Tools, Reports, Batch Reports.
Choose Global or Project. Click Add, then type the name of the new
group. Click Close.

i Global Batch Reports =] 3
| * Global " Project
| ~ Digplay: Global Batch Reports | = Cloge
Batch Report i
Fi& Project Completion Feparts 0 Add
Project Startup Reports
Project Weekly Reports X Delete
Help
Feports |
Fepart Mame E|

-

Eﬁ Aszsign | @Hemove|

Add reports to a batch report group Choose Tools, Reports, Batch
Reports. Select the batch report group, then click Assign. Select the
report(s) you want to assign to this group and click the Assign button.
When you are finished assigning reports, click the Close button.

Run a batch report From the Reports window, click Run Batch, select
the batch you want to print, then click OK.

il Run Batch [ ]
Select Batch to run | o oK. — Click to run the
Batch Feport batch report.

B8 Project Completion B eports

(] Cancel
Project Startup Reports

Project Weekly Reports Help
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Printing Reports

P3e provides several ways to print reports: to a printer, to an HTML file, or

to an ASCII text file.

Print a report From the Reports window, select the name of the report

you want to print. Click Run Report.

1 Select the destination for
the report. Foran ASCII text
file, you can also specify the
character to use to separate
fields and text.

2 For HTML and ASClI| files,
specify a name and location
for the saved file.

Send Report To | o oK
" Print Preview @ fE—
ancel
= Directly ta Printer
~ HTML File izt
Field Drelimiter Text Qualifier
& ASCI Test File j I.. j

Output file

Id:\Program FilezPrimavera EnterprizePrimavera Project PIanner\J

¥ Wiew file when done

Motes

I~ 3 Click to run
the report.
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Publishing a Project on the
World Wide Web

] To share project data, you can publish project
In this chapter: plans in HTML format using the Project Web

Site Publisher. This chapter describes how to
publish project data to a Web site in HTML
format, customize the appearance of the Web
pages of the project Web site, and publish
activity and tracking layouts as HTML pages.

Project Web Site Overview
Publishing a Project Web Site

Customizing the Appearance of a
Project Web Site

Publishing Activity and Tracking
Layouts
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Project Web Site Overview

To share project data between company offices local or worldwide,
publish project plans to a project Web site that can be accessed by anyone
via the World Wide Web or only employees on your office intranet. Using
a Web browser, users can then view project documents that contain
hypertext links, or jumps, to other pages in the structure, allowing them to
move between projects and reports and from page to page within a report.

A project Web site enables users to browse a project plan at a high level
and then quickly view more detailed information about specific activities,
reference documents, resources, and so on. The project Web site layout is
divided into three panes.

3 http://laurel. primavera. com/projects/aul

The upper pane contains a navigation toolbar for quick

[~ access to the various sections of the Web site.

|| B Edt View Favoites Took Hel | i
N | - 5
Back Fanar Stop  Refresh  Home Search Favoites  History il Frint Edit
Address [@] htp:/aunel primavera com/projects  auto/mair, Him =] #6o ||tk >
Project Web Site: Hydra Automated Systems Project
PRUMEERA as = = e
(w*wum!;j;; Graphics WBS Resources Roles Ref Docs Codes Issues Risks Reports
WBS Details  Activities RefDocs  Issues Risks  Financial MNotebook
EIE7 Automated System
Iy Svstem Enginzering =
Sy Hardware
Iy Temparatus Contrl Auto.2.3 System Controller
Robot Contraller
By System Contalar WBS Activities
IE "
iy Teainita Activity ID  Activity Name Status Start Finish
AS107 Install Systern & Misc. Components Mot Started  23-Dec-83  08-Feb-00
08:00 17:00
AZ108 Install System Caontroller Mot Stated  10-Feb00  O2Mar0D
08:00 17:00
AZ213 Prepare and Solicit Bids for Systern Mot Started  16-Oct99 22-0ct-99
o Controller 08:00 17:00
- AS214 Review Bid$ for Systerm Controller Mot Started  25-Oct-99 28-0ct89 |+
| | ;IJ | o o ;IJ
&1 || |4 intemet i
Select the data to ...and the details for the
— view in the left, or — selected element are
navigation, pane... displayed in the right pane.
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Navigate a project Web site using the project’s work breakdown structure
(WBS), resource hierarchy, roles, reference documents outline, activity
codes, issues, and risks. For example, select a resource in the left pane and
view the resource’s information and activity assignments in the right pane.
Similarly, select a reference document and view the document’s details
and WBS and activity assignments. The level of detailed information that
can be viewed depends on the information you choose to publish.

Also view reports, activity layouts, and tracking layouts in the project Web
site. The list of reports or layouts appears in the left pane, and the selected
report or layout is displayed in the right pane.

System requirements The Web server to which the project is
published must be running Windows NT Server 4.0, with Service Pack 5
or later applied, and Internet Information Server 4.0. Clients can use either
Internet Explorer 4.0, Netscape Communicator 4.6, or Navigator 4.07, or
later versions.

Netscape Navigator/
Communicator 4.5 and
earlier Web browsers may
not expand PNG files
properly. Other areas of
the project Web site can be
viewed without difficulty

using these Web browsers.

24 Project Web sites use PNG files to publish some graphic

=l images, such as layouts. Ensure that your Web server’s MIME
type configuration is set to identify the PNG file type as image/
png. In the Windows NT Explorer window, choose View,
Options, and click the File Types tab. Scroll down to view the
settings for PNG files. If the content type (MIME) is not set to
image/png, select PNG Image from the list of types, then click
Edit and change the setting.
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Publishing a Project Web Site

When publishing a project Web site, you control the level of detail
published, as well as the project reports and layouts included.

Publish a project Web site Open the project you want to publish.
Choose Tools, Publish, Project Website.

Click the General tab to specify general information about the Web site.

Publizh Project Website E

= Cloze

Generall Topics | Graphics | Feports |

The Web site name and ——
description appear on the
Web site opening (or
splash) screen.

ebsite Mame
IHydra Automated Systems Project

‘wiebsite Description Help

Project ‘Website for the Automated Systems Project
Type the location of the
Web site files. X

Mark to preview the Web
site in your Web browser X

after creating the files.

Publish Directary
IE:\InetPub\wwwroot\Proiects\Auto _I

Edit Scheme

Last Publish Crate Scheme

|24May-00

Default Scheme

[+ Automatically launch website preview after publishing

Click the Topics tab to determine the detailed data to publish to the Web
site. If all checkboxes are cleared, only WBS data are published. Mark the
checkbox next to each type of information to include.

Publizh Project Website E

= Cloze

Help

General | Topicsl Graphics | Feports |

Select details to publish |

v lssues

Move the mouse over a

[V Assighed Resources

¥ Assighed Roles

¥ Assigned Reference Documents

¥ Risks

W Activity Codes

¥ Project Financial Data

checkbox to view a
description of it here.

Check to publish general information about activities




Publishing a Project on the World Wide Web 357

Click the Graphics tab to select existing activity and tracking layouts to
publish to the project’s Web site. Define activity layouts in the Activities
window and tracking layouts in the Tracking window.

Publizh Project Website E
Mark to include the selected \ General | Topics Reports | = Clase

activity and tracking layouts ¥ Include in project wehsite
P Publish

on the project Web site. Activity Layouts

Activity Layout Name T|
|2 ‘week Lookahead | g Help

Tracking Layouts
Tracking Layout Mame T| Eﬁ
E|Hesource Forecast |
=

Click the Reports tab to select existing reports to publish to the project’s
Web site. Reports are defined in the Reports window.

Publizh Project Website E
= Cloze

General | Topics | Graphic:

Mark to include the reports ¥ Include in project websit@ :
on the project Web site. Report Name - & P Publish
¥ rmary By Project
Eﬁ Help

MI-01 Milestone Status

Click Publish to create the project Web site.
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Customizing the Appearance of a Project Web Site

P3e includes a standard, or default, Web site scheme you can use to build
your project Web site. You can customize the existing scheme or create
your own by adding or changing graphics, fonts, and colors.

Customize a Web site scheme Choose Tools, Publish, Project
Website. Click the General tab, then click Edit Scheme. Select a Web site
element from the Item field and modify its settings. Click OK.

Website Display Properties E
Scheme 4 ak.
Default Scheme ~| [ Savess.| ¥ Dekte

I J . | | 0 Cancel

Help
Click to specify the (Haleon) &
Web site icon... WHS Resources Ref Docs
3 Show Resource Index
WBE Details WBE Activities WBE Documenits
Systemns O
* a hEnagement 15
* a Enginesring
Quality Assurance
3 Testing Facility
Item Calar Location
...then select the icon rmr— —] 4 o
file and location. 3
Fant Size Caolar
12 1 I | [

L::ﬂ You may want to create a copy of the default scheme and then
=| make your changes to the copy. Click Save As, then type a new
name.
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Publishing Activity and Tracking Layouts

You can also save individual activity and tracking layouts as HTML files,
which can be posted to a Web site or your corporate intranet. These
layouts are not linked to any project Web site that you may have created
previously.

/3 Classic WBS Layout - Microsoft Inteinet Explorer provided by Primavera Systems

| e Edt Wiew Favories Tools Help |

=S o | @ @ B 9 =
Back Fomard Stop  Refresh Home | Search Favortes Histoy | Mal  Print Edit
| Adsress [£] hup.//lauwel primavera. com/hydralo WES _E1.him =] @60 |J Links »
Classic WBS Layout :I
[ [ mctiviy Activity Name Original | Remaining | Schedule % | Start June 2000
Durstion Fiost [T21 [ 28 [aa |11 |16
Auto Automated System 258,04 1 183 0 —
Auto.1 System Engineering 25804  203.0d 63.69% 20-Jul930... 14-Jul-00 0 0.0d
#5100 Define Systsm Reuirsm 10.0d 0.0d 100% 20-Jul-89 0... 05-Aug-83
A5101  Systsm Design 20.0d 0.0d 100% 03-Aug-35 .. D1-Sep-99
#5204 Frepare Drawings for Te 10.0d 0.0d 100% 17-Aug-93 ... D1-Sep-99
#5216 Frepare Drawings for Sy 10.0d 5.0d 100%  23-Aug-98 ... 01-Oct-99 21.0d
A5102  Approve System Design 10.0d 0.0d 100% 3-Aug-93 .. 14-Sep-99
#5205 Review and Approve Te 5.0d 0.0d 100% 3-Aug-93 .. 14-Sep-99
#5217 Review and Approve Sy 1004 100d 0% 04-Oct-99 .. 15-Oct-99 21.0d
AS300  Systsm Buyoft 0.0d 0.0d 0% 14-Jul-000... 14-Jul-00 0. 0.0d
Auto.2 Hardware 1500d 13600 147% 07-Sep-99 .. 03-Apr-00 0.0d
45310 Site Freparation 10.0d 2.0d 90% 14-5ep-99 .. 26-Sep-99 0.0d
A5240  Installation Begins 0.0d 0.0d 0% 14-Sep-99 .. 14-Sep-99
#5315 Install Electrical Power 1604 16.0d 0% 25-Sep-99 .. 20-Oct-99 0.0d
1 45109 Test & Debug Line A 2400 24.0d 0% 10-Feb-00 .. 14-Mar-0D 0.0d
AS110 Tt & Debug Line B 2400 24.0d 0% 10-Feb-00 .. 14-Mar-0D 0.0d
AS111 Plot Start Line A 1.0d 1.0d 0% 15-Mar-00 ... 15-Mar-00 0.0d
AS112  StatUpLine B 1.0d 1.0d 0% 15-Mar-00 ... 15-Mar-00 0.0d
45265 PethRefinementand Sha.. | 1004 100d 0% 16-Mar-00 ... | 29-Mar-00 .. 0.0d -
4 bl
@] Done || [ intemet v

For activity layouts:
m  The timescale begins on the date defined by the selected layout.

m  The columns displayed in the Web pages are defined by the selected
layout.

m  Activity layouts are not interactive. They are a picture of your project
only.
For tracking layouts:

m  The elements displayed in the Web pages are defined by the selected
layout.

m  Tracking layouts are not interactive. They are a picture of your project
only.

Publish an activity layout Choose Tools, Publish, Activity Layouts.
Select the layout and click the Select button. Specify the location and
name of the HTML file to which the layout will be saved. Click Open.
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Publish a tracking layout Choose Tools, Publish, Tracking Layouts.
Select the layout and click the Select button. Specify the location and
name of the HTML file to which the layout will be saved. Click Open.

o If you clear the Include in Project Website checkbox in the

—F| Graphics tab of the Publish Project Website window, when the
Web site is published, activity and tracking layouts are saved
as HTML files without being linked to the project Web site.
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Access rights 71
Accrual types, expenses 205, 207
Active

project status 71, 77
WBS elements 118

Activities

adding 171
expenses to 187
in PERT 172
stepsto 192
assigning
activity codes to 187
notes to 189
resources to by role 186
auto compute actuals, setting 228
calendar, specifying 175
constraint types 178
cost 178
critical 81
dates 241
defining
general information for 173
schedule information for 176
details 21, 309

displaying Activity Details for assignments 184

dissolve 181
duration
entering 176
type 237
units, and resource units/time,
synchronizing 237
entering
at completion duration estimate 177
start and finish dates for 177
expected finish date 177
float

free 178
total 178
increment for auto-numbering 81
labor units 178
layouts, publishing to web site 359
level of effort type 174
milestone type 174
notebook topics 46
overview 170
prefix for IDs 81
primary resource 175
prioritizing for leveling 244
profile 22
relationships, establishing 179
resource dependent type 174
resources and roles, assigning 185
responsible OBS 175
review
finish field 177
status field 177
selecting WBS element for 175
suffix for IDs 81
table 21, 307
task dependent type 174
type, identifying 174
update with
duration percent complete type 234
physical percent complete type 235
units percent complete type 235
updating
manually 233
progress for all 228
usage profile 309
usage spreadsheet 307
viewing summaries 194
working with 169-195

Activity

361
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Details
assigning relationships using 182
including/excluding tabs 173
modifying tabs 184

steps 94, 192

table

grouping and summarizing using codes 146

using to add activities 170-171
usage profile
customizing 338
formatting 339
modifying 335
usage spreadsheet 307
Activity codes 161-167
assigning 187
converting project to global 164
creating
global 162
project 163
values 163
grouping and summarizing by 165
values, creating global 162
Actual
finish date 241
start date 241
units, calculating automatically 98, 208
Administration for P3e 31-46
Anticipated
finish date 78, 117
start date 78, 113, 117
Approved status for budget changes 133
Assign button 145
Auto compute actuals 226
setting
by activity 228
by resource 229
for expenses 229

Backward pass 239
Bar 285
Bar chart tracking layout 285
Bars
adding and deleting 328
current 146
style, changing 329
summary 146-147, 166
timescale, changing 329
Baselines

columns, showing comparison with current project

in layout 221
displaying activity bars 221
editing 221

managing 215-221
modifying 221
saving 216
schedules, comparing with current 221
types 41
Benefit plan 132
Budget
changes
approved status 133
not approved status 133
pending status 133
tracking 133
cost percent of threshold 263
cost, expense 205
creating a layout for budget and variance
comparison 138
defining 125-140
distributing to projects 126
duration percent of threshold 264
earned value, showing in report 140
establishing 129
funding share percentage 136
printing reports 139
recalculating based on changes 133
setting up monthly spending plan 131
summary 134
top-down 64, 126
tracking and analyzing 138
units, expense 208
using WBS 112
Budgeted Cost of Work Performed (BCWP),
calculating 123

Cc

Calendars
applying exceptions 157
changing standard workweek 156
configuring working hours 156
creating 151-157
deleting 157
global 98, 152
hourly 155
modifying 155
project, creating 153
resource 98, 153
setting default 80
shift 100
yearly 156
Categories
document 43
expense 42,206-207
notebook 46
risk 45
Check-in/check-out projects 293-302
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Close button 145
Codes
activity 161-167
maximum number of characters for, specifying 36
overhead 44
project 65,79, 141-149
resource 103
separator 32
Columns
adding 325
choosing for timesheets 232
colors, changing 326
copying format from another layout 325
fonts, changing 326
modifying 324
removing 325
row height, changing 326
titles, editing 325
Constraint
date 241
types 178
Cost accounts 197-211
copying and pasting 202
creating 199
cutting and pasting 203
deleting 202
editing 201
overview 198
replacement, specifying 202
setting default for project 80, 200
Cost managers 9
Cost performance index threshold 263
Cost quantity linked setting 185
Costs
analyzing 209
at completion 178
calculating from units 98
expenses, at completion 208
information, entering 204
specifying amounts for expenses 208
summary calculation, specifying time interval for
spreadsheet displays 39
Critical activities, setting maximum float to detect 81
Critical path method scheduling technique 239
Currency
defining defaults for 39
showing/hiding 50
Custom fields 40
Customer support xvii

D

Data date 78, 226
selecting for scheduling 238

updating activities using 228
Database administrator xii, 7
Dates

actual

finish 241

start 241
anticipated

finish 78, 117

start 78, 113, 117
constraint 241
early

finish 239, 241

start 239, 241

entering start and finish for activities 177

expected finish 177, 241

finish 241

forecast start 239

formatting 49

late

finish 239, 241

start 239, 241
planned

finish 241

start 241
remaining

finish 241

start 241

start 241

types of 241

update actual 234
Decimals, showing/hiding 50
Default

duration 32,176

global calendar 152

hours in each timeperiod 37

project cost account 200

scheduling settings 239

settings for P3e 32

startup window, setting 53

tracking layouts 258, 268
Delete

calendars 157

cost accounts 202

EPS node 74

filters 291

OBS clement 92

project 74

user-defined activity filters 321

WBS elements 117
Details tabs, including/excluding 76, 116, 144
Directory bar, displaying 19
Dissolve activities 181



364 Index

Document

categories 43, 191

number for expense 207

reference 191

status 44

See also Reference documents.
Documentation for Primavera Enterprise xii
Duration

at completion estimate, entering 177

default 32,176

entering 176

original 176

percent complete type 233

percent of budgeted threshold 264

remaining 176, 234

synchronizing with units and resource units/

time 237
types 80, 174,237

E
Early
finish date 239, 241
start date 239, 241
Earned value

calculating using weighted WBS milestones 119,

120
choosing completion percentage method for
calculating 123
cost 123
defining settings for WBS elements 123
performance, measuring using 209
showing in report 140
specifying default settings for calculating 38
E-mail
sending about an issue 255
transferring information 51
Endpoints, modifying 329
Enterprise OBS nodes 84-85
Enterprise project structure
access and privileges to 64
adding projects to 69
application-wide parameters and values,
setting 31
funding 136

linking projects through activity relationships 179

moving around in 61
nodes
copying 73
deleting 74
leveling priority 77
OBS element for 77, 84
opening 71

root 69
setting budget estimates for 126
spending plan 127, 132
overview 60
project codes 142
setting up 59-81
WBS 112
EPS. See Enterprise project structure.
Estimate-to-complete (ETC), techniques for
calculating 124
Exceptions, applying to calendar 157
Exclusive access 71, 195
Expected finish date 177, 241
Expenses 197-211
accrual types 205, 207
actual cost 205
adding 187, 204
assignment, changing 206
at completion cost 208
auto compute actuals, setting for 229
budgeted
cost 187, 205
units 208
calculating actual and remaining units
automatically 208
categories 42, 46, 206-207
costs, specifying 208
customizing columns in Activity Details 187
details, defining 207
document number 207
overview 198
price/unit 205
remaining cost 208
summary report 209
Export
layout 287,313
project 296
Exposure values, calculating 272

F

Feedback, viewing 189
Filter 315-321
by project code 148
combining 321
delete 291
deleting user-defined 321
global 319
nesting criteria 320
removing 321
risks 275
selecting 319
timesheets by status 231
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user-defined, creating 320
using project status 71
Finish date 241, 264
Finish to finish relationship 179
Finish to start relationship 179
Fiscal year, setting month for start of 81
Float
free 178,239, 265
total 178, 239, 266
Forecast start date 239
Forward pass 239
Free float 178, 239, 265
Funding
defining sources 135
viewing total 136

G

Gantt chart 21, 308
applying settings from another layout 329
background lines, changing 330
bar label, changing 329
bars, formatting 328
creating and viewing relationships in 180
grouping by code 146
legend, showing or hiding 330
summarizing using codes 146
timescale, changing 327
Global
activity codes 161
calendar 98, 152, 156
change 195
filters 319
reports 343
Group 315-321
band, customizing appearance of 147
by activity codes 165
by hierarchical item 317
by project code 146
customizing 317
using interval 317
using resource codes 105

H

Headers and footers, adding 347
Hierarchies

activity codes 162

cost account 198

EPS 69

funding 135

OBS 84, 86, 92

project code 142

resource 95

roles 106
specifying maximum number of levels 35
WBS 10, 111
Hours, defining default number of 37
HTML
editing features 79, 190, 271
reports, creating 340

IDs, specifying maximum number of characters
for 36
Import
layouts 313
Import projects 70
Inactive
project status 71, 77
WBS elements 118
Issue navigator 254,259
Issues 253-267
default tracking layouts for 258, 268
sending e-mail about 255
viewing history of 257

L

Labor units 178
Lag time 179-182
Late
finish date 239, 241
start date 239, 241
Layouts
activity details 309
activity table 170, 307
activity usage profile 309
activity usage spreadsheet 307
adding 312
budget and variance comparison 138
customizing 275, 323-340
exporting 313
Gantt chart 308
grouping and summarizing by codes 165
HTML file, printing as 340
importing 313
opening 312
opening sample 25
overview 21
PERT 170, 308, 331
previewing 340
printing 340
publishing to project web site 354, 357, 359
resource usage profile 310
resource usage spreadsheet 310
sample 25
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saving 312
trace logic 311
tracking 283-291
assigning to thresholds 268
creating 284
default for issues 258, 268
filtering 289
global 286
types 306
working with 305-313
Legend, showing or hiding in Gantt chart 330
Level 223-245
priorities, setting 77, 244
setting resource availability limits to 100
Level of effort activities 174
Limits
setting resource availability 100
using for delayed resource start 100
Location references for documents 280
Log file, creating for P3e tasks 53
Login name, Progress Reporter 102
Logo, adding to a header or footer 348

Mail preferences, setting 51
Margins, setting 346
Menu bar 18
Microsoft Project exchange (MPX) format 294
Milestones
activities 174
WBS 119
Multiple items, selecting 20

N

Navigation bar 18, 20
Network administrator xii
New features in Primavera Enterprise x
Nodes
EPS 67
OBS 85, 89
Nonlabor units 178
Not approved status for budget changes 133
Notebook
EPS node and project 79
topics 46, 189
Notes
assigning to activities 189
resources, entering for 102

o)
OBS 85

chart 87
creating and adding elements 89
deleting element 92
editing elements 92
element assigned to activity 175
establishing for EPS node/project 77
hierarchy 92
identifying when adding a new project 69
responsible 64
root 67, 86, 89
security profile for 85, 90
setting up 83-92
table 88
viewing 87, 90
Operations executive Xii, 8, 61
Options bar 23
Organizational breakdown structure. See OBS.
Original duration, entering 176
Out-of-sequence activities, updating 226
Overhead codes 44
Overtime units 235

P

P3e
administration 31-46
assistance options, setting 52
default
settings 32
unit for recording time 48
documentation and Help, using xiv
introducing 3-14
log file, creating 53
overview 5
password, changing 54
quick tour 15
starting 16
startup options, setting 53
transferring information through e-mail 51
wizards 28
Page settings, defining 345
Password, changing P3e 54
Pending status for budget changes 133
Percent complete
based on activity steps 80
calculating using weighted steps 193
calculation types 175, 233
physical 94, 193
setting default type 80
types 177
Performance percent complete, calculating using
weighted WBS milestones 119, 120
PERT 21, 308
adding activities in 170, 172
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box template
choosing 332
customizing 332
copying from another layout 334
formatting layout 331, 333
Physical percent complete 94, 235
Planned
finish date 241
project status 77
start date 78, 241
WBS elements 118

Planning and controlling process using the WBS 112

PLF files 287

PNG files 355

Portfolio Analyst 61, 66, 81
displaying summary data in 113
overview 6

Predecessor relationship 182

Prefix, setting for activity IDs 81

Preserve early and late dates during leveling 243

Price/time

default setup options, setting 33
establishing resource settings for 102
login name, selecting 102
overhead codes and types 44
overtime hours, recording 98
overview 6
privileges, setting 34
setting
resource permissions for 80
single login name for 102
WBS status to use 118

Project codes 65, 141-149

adding values to 143
assigning
to projects 79
values 144
chart 144
defining 143
filtering by 148
grouping by 146
summarizing by 147

for activities without resources 80 Project controls coordinator xii, 8, 61

setting 100 Project management SAM, implementing 52
Price/unit expense cost 205 Project manager xii, 8, 14, 61
Primary Project web site

resources 94, 175, 177, 189
roles 109
Primavera Enterprise
documentation xii
new features x
overview 5
suite descriptions 5
Primavera Project Planner
3.0 file format 294
for the Enterprise 3
Primavera proprietary format 294
Primavera Software Development Kit 6
Primavision 6, 61, 70
Priority
definitions for leveling 245
leveling number 243
Private location reference, entering 280
Profiles
activity cost 211
activity usage 309, 338-339
data options, setting 55
resource usage 310, 338
timescale, changing 327
Program manager xii, 8, 61
Progress
estimating 226
See Update.
Progress Reporter 61, 177, 189, 231

adding
layouts 357
reports 357
customizing appearance 358
overview 354
PNG file issues 355
publishing 356
schemes 358
system requirements 355

Projects

access rightsto 71, 84

activity codes, creating 163
adding to EPS hierarchy 69
assigning relationships between 182
check-in and check-out 293-302
coding 143

controlling 13

copying 73

cost accounts 197-211

defining EPS details 76

deleting 74

duration, setting 48

end date 78

Exclusive access to 71

expenses 197-211

importing 70

issues and thresholds 253-267
leveling priority 77



368 Index

linking with activity relationships 179
maintaining document library 277-281
managing 14, 294
OBS element for 77
opening 62, 71
planned start date 78
planning overview 13
portfolios xii, 4
publishing on the World Wide Web 353-360
scheduling 238-239
spending plan 127, 132
status 71, 77
summarizing 66, 147, 248
time units, setting 48
tracking 283-291
updating 223-245
using Primavision to create new 70
viewing document library 278
Public location reference, entering 280
Publishing project web site 354, 356

Q

Quantity summary calculation, specifying time
interval for spreadsheet displays 39

R

Recipient
adding to e-mail list 256
removing from e-mail list 255
Reference documents 191, 277-281
assigning to WBS elements and activities 281
categories for 43
deleting records 279
opening 280
specifying location references 280
status types 45
viewing 278
Relationships
assigning
between projects 182
using Activity Details 182
creating in Gantt chart or PERT 180
establishing 179
lines, showing or hiding in Gantt chart 330
types and lag 179
viewing in Gantt chart 180
Remaining
cost, expense 208
duration, entering 176, 234
finish date 241
start date 241
units, calculating automatically 208

Reports
batch , settingup 351
budget 139

creating with Report Wizard 349
customizing and printing 341-352
defining defaults for 38
earned value 140
editor 342
expenses summary 209
global 343
global variables, adding 347
groups 350
headers and footers, adding 347
modifying 349
opening 343
overview 342
page settings, defining 345
wizard 342
Resource
dependent activities 174
manager Xii, 9, 61
usage profile 22, 335, 336, 338
usage spreadsheet 310
Resource/cost manager xii
Resources
adding 96
assigning
to activities 185
to activities by role 186
assigning roles to 109
assignment level for summarization in
spreadsheets 39
auto compute actuals, setting 229
availability, or standard rate 98
breakdown structure (RBS) 95
calendar 98
codes 103, 104
customizing columns in Activity Details 185
defining 93-110
hierarchy 95
labor classification 98
leveling 242-243
overview 94
price/time 100
primary 94, 175, 177, 189
Progress Reporter settings for 102
replacing assignments 185
setting limits for 100
setting user preferences for analysis 337
shifts 100, 101, 153
units and prices 100
units/time 100, 237
usage profile 310
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usage spreadsheet 310
viewing 95
Responsibility list, viewing for OBS 91
Responsible manager
WBS 117
See OBS.
Risks
adding 270, 274
calculating
exposure values 272
impact 273
customizing layout 275
filtering 275
managing 269-275
Roles 7
adding 108
analyzing use 186
assigning to activities 185
assignment level for summarization in
spreadsheets 39
defining 93-110
overview 94
primary 109
proficiency, setting 109
removing from activities 186
setting up 106
using as resource assignments 186
viewing 106

Root
EPS node 69
OBS 67, 86

S

Sample layouts 25
Schedule 223-245

automatically 240

backward pass 239

data date 78

defining activity information for 176

forward pass 239

performance index threshold 265

projects 238-239

using forecast start date 239

variance

index threshold 266
threshold 265

SDK. See Primavera Software Development Kit.
Security profiles associated with OBS elements 90
Shift calendar 100, 153
Shortcut menus 20
Sort 315-321
Spending plan

EPS nodes and projects 127

establishing 131
tally 132
Spreadsheets
activity cost 210
activity usage 307
data options, setting 55
resource usage 310
specifying time interval for cost and quantity
summaries 39
Standard categories and values, defining 41
Start date 241
Start date variance threshold 265
Start to finish relationship 174, 179
Start to start relationship 174, 179
Starting P3e 16, 28
Startup options, setting 53
Status
activity 177
approved for budget changes 133
check-in/check-out 294
document 44
not approved for budget changes 133
pending for budget changes 133
project 71,77
review field 177
WBS 117
Step
adding to activities 192
weights 94
Successor relationship 182
Suffix, setting for activity IDs 81
Summarize
by
activity codes 165-166
project codes 147
how P3e summarizes data 251
manually 249
projects 66, 81, 147
setting as a job service 250
to WBS level 113
using resource codes 105
Summary
bars 146-147, 166
budget 134
expense by project 139
expenses report 209
viewing activity 194

T

Tabs, modifying Activity Details 184
Tally

benefit plan 132

spending plan 132
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Target. See Baselines.
Task dependent activities 174
Team
leader xii, 9, 61
member xii, 9, 61
Technical support xvii
Thresholds 253-267
assigning tracking layout to 268
monitoring 267
parameter definitions 263
Time
default interval 48
formatting 4849
Timescale, adjusting 327
Timesheets 102
approving 231
choosing columns for 232
default setup options for 33
filtering by status 231
setting parameters for 33
updating activities using 231
Toolbars 18
Top-down
budgeting 64, 126
estimation method 273
Total float 178, 239, 266
Trace logic 22, 183,307, 311
Tracking layouts 283-291
assigning to
issues 258-259
thresholds 268
creating 284
filtering 289
global 286
publishing to web site 359

U

Units
percent complete type 234
regular and actual 235
Units/time
formatting 48
maximum 100
setting default 98
Update
activities with

collecting data for 224
cycle, communicating progress 225
determining frequency 225
guidelines for process 226
manually 233
process 224
progress

automatically 230

for all activities 228
project progress 223-245
using timesheets 231

User

fields 40
preferences, setting up 47-56

\')

Variance 264
accounting threshold 263
at completion threshold 266
between planned budget and spending plan 131
comparing current and target dates 221
cost threshold 264
creating layout to show budget estimate 138
finish date threshold 264
index, cost threshold 264
negative 127
schedule
index threshold 266
threshold 265
start date threshold 265
Views, switching between hierarchy and list 23

w

WBS 111-124
access rights to levels 84
active elements 118
adding an element to 116
category value, assigning 122
chart, viewing and modifying 114
defining earned value settings for 123
deleting elements 117
earned value report 140
editing elements 117
how an element’s status affects Progress Reporter
users 118
inactive elements 118

duration percent complete type 234
physical percent complete type 235
units percent complete type 235

level, specifying for summarization 39
milestones 119
planned elements 118

actual dates 234
analyzing data from 225
choosing a method 226

planning and budgeting using 112
responsible manager 117
selecting element for activity 175
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viewing 114

what-if elements 118
Weight

activity steps 193

WBS milestone 121
What-if

project status 71, 77

WBS elements 118
Wizards

create a new project 69

implementing 52

new activity 52, 171

new resource 52, 96

overview 28

report 342, 349

using 28
Work breakdown structure. See WBS.
Workspace, overview 18

X
XER file format 294
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